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FOUNDED AS OFFICE EQUIPMENT DIGES i 


SEE RR 


Check and pass on 


reasurer 
ontroller 
Beapiice Manager 


urchasing Agent 


ING OUT THE WORK at Eastern 
rwriting Dept., Continental Casualty 
New York office. See pg. 27. 
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NEVA-cCLOG DJ-340 


NEVA-CLOG Staples are made of wire, formed and 
fastened into strips which fit the guides of NEVA- 
CLOG machines perfectly. They are made accur- 
ately and with greatest care. All NEVA-CLOG 
Staples are sharpened, so that they easily pierce 
any material without tearing it. They are covered 
by a patented process. Examination will show con- 
siderable differences between N-C and ordinary 
staples. The strip is of firmer construction and is 
especially recommended for production work as 
breakage is reduced to minimum. 


~ a hel . , 
“FASTEN 
a . 4a 
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a 2 
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NEVA-CLOG PRODUCTS, INC. 


STAPLES 


GUARANTEE 


NEVA-CLOG STAPLING MACHINES are uncondi- 
tionally guaranteed for a period of one year from 
date of purchase, and will be repaired or replaced 
at our option if the machine fails to function for any 
reason provided only Genuine Neva-Clog Staples 
are used in such machine. 


NEVA-CLOG A-1000 and L-1000 Staples 
100 to strip, 1,000 per box, 10,000 per carton 


BRIDGEPORT 1, CONN. 
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- REGISTER ROLLS, 


=a postwar “plus” feature... 

Versatile Marathon is now made 
in rolls for all types and sizes 
_ Of register machines. 


Versatile, quality writing, curl and climate resisting Mara- 
thon saves you money by replacing at least 8 types of special 
use carbon papers in your carbon paper stocks. 3 weights, 
1 finish for ALL your requirements. Ask your office supply 
dealer or the Columbia office nearest you for inviting prices 
and samples now. 


MANUFACTURED BY 
COLUMBIA RIBBON & CARSON MANUFACTURING CO. INC. 
Main Office & Factory: Glen Cove, L. L., N.Y. 

York Sates & Exporr: 58-64 Wesr 40ch St. © Midwese Sales: Kansas City, Mo., 
Bidg. ¢ Chicago « Detroit ¢ Milwaukee « Minneapolis « Nashville * Philadeiphia 
Pistsburgh « Portland, Oregon + Cincinnati ( Harris-Moers Co.) « Aslaare 

diso; London, England « Sydocy, Auswalia « Milan, Ikaly 
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- Here’s Why the NIAGARA PROCESS 
§ Makes Copies FASTER...CLEARER...CLEANER! 


~ You can't beat the combination of 
NIAGARA DUPLICATORS and “MATCHED 
PROCESS” supplies—they give true repro- 
ductions of anything typewritten, hand- 
written, drawn, or ruled. 

THEY’RE FASTER, because only the 
NIAGARA prints copies at 250 per minute... 
NIAGARA STENCILS are really tough, they 
are built for long runs, so you don’t have to 
stop for stencil changes. 

THEY’RE CLEARER and CLEANER, because 
NIAGARA CELLULOSE STENCILS cut sharp 
and clean and take the stylus readily... 
They’re the easiest stencil to correct, too... 
NIAGARA INKS are climate proof, hold 
their consistency under the most adverse con- 
ditions, so they give more brilliant copies. 

Other “MATCHED PROCESS” supplies, 
such as Correction Fluid, Ink Pads, Styli, 
Lettering Guides, Type Cleaner and Brushes, 
and Stencil Files, give you the best results 
from your duplicator. 

Have you tried NIAGARA INK-DISPLACING HAND CREAM? 


ONLY NIAGARA’S MODEL K2 
GIVES YOU THESE ADVANTAGES! 


8 Speeds from 40 to 250 copies per minute * Paper 
feed takes full ream (500 sheets) « Positive registra- 
tion control with 9-inch printing range « Slip Sheets 
at high speeds « Self stacking receiving tray * Feeds 
postcards automatically « Feeds one sheet at a time 
—tissue to cardboard 

-SEE YOUR NIAGARA DEALER 


NIAGARA DUPLICATOR CO. 
128 Main St., San Francisco 5 
Plegse send full details of an Ex- 
clusive Niagara franchise in my territory 
which includes the following counties: 
See the complete NIAGARA LINE on display 
at the National Business Show in New York, 
September 30 to October 5 
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NIAGARA 


nahetarety ae peek 
A 


«128 MAIN STREET + SAN FRANCISCO 5 + CALIFORNI 


THE WORLD'S FASTEST DUPLICATOR 


August, 1946 
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THERE’S 
NO STAND-IN 


In sports, in life, in business—nothing can take the place of super- # 
lative performance! That's why you too will prefer All-Steel-Equip 
Files. It’s the attractive and dependable line that’s backed by more 


than 34 years of engineering experience! 


Because of current nation-wide conditions, we, like so many 
other manufacturers, cannot guarantee delivery in terms of the 


usual schedules We're sure, however, that you'll find All-Steel- 
Equip Files well worth waiting for. , 


ANE ALL-STEEL-EQUIP FILES 


ALSO 2, 3 OR 
5-DRAWER SIZES 


Rigid Frame Construction. 
. . Lasting, chip-proo 
is provided by torque Lasting, pr vof 


We also manufacture 
finish. Hardua 


plate reinforcement 


under each draweg shelf. 


reof 
genuine bfonze, 


a complete line of steel 
storage and wardrobe 
cabinets. 


beautifully designed. 


7 


Drawer fronts are 
flanged back and are 
welded to bottom—pro- 
viding extra strength! 


Built for strength! 
Sturdy 6-post frame, 
rigid cross-bracing, 
full-opening drawers. 


pee ee eee ee 
B 7 ALL-STEEL-EQUIP COMPANY, INC. 4 5 


300 Cleveland Avenue, Aurora, Illinois 
ee ee ee es ss es ss sd 
OFFICE MANAGEMENT AND EQUIPMENT 
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The Style-Master Steel Suite in Neutra-Tone Gray Harmonizes with any Decorative Treatment 


Today’s methods of buying office equipment... 

the color-harmonized, complete unit office... the “Y and E” 
method . . . takes less time, is vastly more satisfactory. 
Get your copy color brochure No. 4386. 


‘YAWMAN AND ERBE MFG. CO., 1045 Jay Street, Rochester, N.Y. 


The Franchise that means Quality Merchandise 
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PREFERRED 

by those whose job it is 
to know the difference 
in erasers for every 
imaginable use...be it 
pencil, ink or typewrit- 
er, EBERBARD FABER 
Erasers are recognized 
as tops in Quality. 
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The New 
ACELINER 
“World’s Finest” 


ACE SCOUT 


A durable, long-life 
stapler. Staples, pins 
and tacks. Guaranteed 
for 5 years. 


@ When a customer leaves your 
Waite ACE STANDARD 


Largest sellerinthe 
Ace line. Staples 
& pins. Unexcelled 
stapling perfor. 
mance. Favorite of 
thousands. 


store after purchasing a quality product you 
may rest assured that he will return when in 
need of other merchandise which you sell. 


Practically every successful business, whether pie / 
manufacturer or retailer, is built on this £ 


principle. ACE PILOT 
Precision built by 
skilled workmen. 
Staples and pins. 
Guaranteed to give 
perfect stapling 
satisfaction. 


When recommending Ace Staplers the 
dealer knows his customer is getting a ma- 


chine that will give lifetime satisfaction ..a 


g machine that is built with watch-like pre- 


cision, from the finest materials by seasoned 
ACE CLIPPER 


A real money saver. 
Light weight, easy 
action, built to last 
a lifetime. 


workmen. 


To match the fine, enduring qualities of an 
Ace Stapler your customers will want, and 
should have, Ace Staples. Inthe production 
of these Staples only premium quality wire is ACE 
used, absolutely uniform in size, strength and STAPLES 


Have highest ten- 


temper. That is why Ace Staples have such sile penctreting 


P P ° strength. Made of 
high, tensile, penetrating strength. eagle saiies 

wire. Hand in- 
SOLD THROUGH DEALERS EXCLUSIVELY spected. 


WORLDS) 
R\NEST 


a! | la 


3415 NORTH ASHLAND AVENUE « CHICAGO 13 
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ACCO REPRESENTS 
SECURITY, TOO! 


e The cop at the crossing represents security to the kids. The name ACCO 
on paper fasteners enjoys the same sort of confidence with business needs 


everywhere. 


Acco is the first name in paper fasteners, probably the only name you know. 
Acco Fasteners are recognized everywhere as the standard of excellence, 


as certain a mark of quality and satisfaction as the sterling mark on silver. 


Now that Acco steel Fasteners are back again there is no excuse for buying 
anything less. Put your trust in Acco and be sure of filing efficiency. 


OFFICE MANAGEMENT AND EQUIPMENT 


PRODUCTS, Ine. 
39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 
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ONE WEEK to make up for the 5 YEARS BEHIND! 
mm ©6ONE WEEK to get set for THE YEAR AHEAD! 


SEPT. 30 10 OCT. 5 


signalizing the biggest Show, 


“Office Week" 


38rn NATIONAL 


the timeliest Show, the— 


EXECUTIVES! PRESIDENTS —VICE-PRESIDENTS —TREASURERS—SALES MANAGERS — 
OFFICE MANAGERS! All who are concerned with PRICES, PROFITS, EMPLOYMENT 


“WHY? Because “Office Week” will be the 


week of opportunity to take stock of 
your business tools and methods and to determine 
whether they meet post-war standards of efficiency 
..- because the systems, machines and equipment 
developed by business engineers during the past 
five years will be displayed and demonstrated 
for the first time at the National Business Show 
throughout “Office Week”. . . because these de- 
velopments will help to simplify and make more 
economical the handling of work in every depart- 
ment—purchasing, traffic, accounting, production 
and sales. 

“Office Week” will mark the biggest educa- 
tional event in business history: At the Show, a 
series of forums, discussions and addresses will 
be staged by the New York Chapters of the 
National Office Management Association and the 
National Association of Cost Accountants. At these 


“Office Week” is of prime importance to you! 


meetings you will be able to hear world-famous 
leaders of industry, speaking on subjects of vital 
interest to your business. And at any hour, during 
your inspection of the hundreds of products on 
exhibition, you will be able to confer with special- 
ists in every phase of business administration on 
problems of deepest concern to you. 


Remember: this is the first National Business 
Show in five years. An idea stimulated at the 
Show can change your entire outlook for the 
better. An economy contrived with a method dis- 
covered at the Show can mean the difference be- 
tween profit and loss. The help you will get from 
this timely exposition can go far to put your entire 
business in step for the future. 


Get ready now to attend the National Business 
Show during “Office Week’. Make sure that your 
staff and associates will be there. 


38TH NATIONAL BUSINESS SHOW 
September 30 to October 5, Grand Central Palace, New York 


The National Business Show Company, 30 Vesey Street, New York, N. Y. . Telephone CO. 7-1392 
FRANK E. TUPPER + EDWIN O. TUPPER + WILLIAM A. TUPPER 


10 OFFICE MANAGEMENT AND EQUIPMEN” 


August, 1946 


‘ 


Lccne 


S pee? 
‘ 


= nee tee a es aa rire ok) ae a Pr kg cork ape re een wines: ae 
ie = — ae he : io nr ae oo at oa — a ee og ee foe ae 
ee ue ey ee ea : nee a ‘ : : : 
Cra, eT rete bac 
ae ; 
Ses - : 
ee ae 
ee 
eae se 
ag ‘ 
ae 
sae 
hoe 
gy 
* - 
i ee 
apt Bere 
2 os Page 
ae: 
gee 
peatean eo 
Bot 2 
oe 
F ie 
face Bi 
% ee 
Pee eas 
ww 
oa Pe 
ae, 
ee 
¢ 3 a 
one 
Ae 
es 
ee ale ° 
hy 
Ry aay r 
Sa Zz | 
er ‘ __| j = ed 
ere lj \ 
a / ‘ 
cee 
ie 
me ‘ 
eaten ————EEEE————EEE 
oe 
Ea 
a eae 
eh. 
a 
: be 
on co 
, oa 
Et 4 
oe 
ee 5 
ede Tails | 
eae | 
yi an 
iat, Fea 
‘ oat Fi 
sce 
i Us ae 
a 
et: ee 
5 
ee 
sane 
eae 
“ee a 
oo 
ie es 
Biles pee 
; a 
os 
ieee 
jee 
_ glean z eee a ; = ei 3 be 
f oa ae i ay i ‘ on - > Phe. oe Se a aie 3 eee Ss ae e (ie Pe. 
ea ae ere = a. = a Cait -< et oo res ene ie ee a ae etek 
ee esa is a eres ee 6 i Big 2 ee es, : : ee: sf BE ——  G oe... 
. eh ae aa eee) oe Meee as Tepe eee “ea fica a> ie ese At) icemmnmeene tt 8 


Model P ctutomatic eJecd $44.20 


Plus excise tax 


merica’s 
Pconomy A lsdel = 
Bik) Scope outstanding 
$19.50 
line of 


Duplicators, 
Cabinets and 


Scopes 


SPEED-O-PRINT 
CORPORATION 


161 E. GRAND AVE. CHICAGO II db ,* Laas 
Speed -O- cope $29.50 


Slencil 
il. Cabinet $24.50 Write for beautiful Full-color illustrated catalog 


Prices slightly higher West of Rockies 
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here is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beautifully pachaged Quality products to give the utmost salisfaction 


SPEED-O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILLINOIS 


MANUFACTURERS OF ROTARY STENCIL DUPLICATORS AND DUPLICATING 


SUPPLIES 
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“| COVER THE 


“It's Always Tomorrow” and other 


WORLD -- 


PENCIL” 


ROBERT ST. JOHN 


Distinguished radio reporter and 
commentator; lecturer; author of 


books. 


The same dependable performance which helps Mr. St. John in his work will 
help your office staff in their work. Why not enjoy the economy and efficiency 
of Scripto long-lead mechanical pencils in your business? Consult your supplier 


for the Scripto Pencils, Leads, and Erasers which meet your requirements. 


SCRIPTO MANUFACTURING COMPANY e ATLANTA, GEORGIA 


W orld’s largest producer of mechanical pencils 


Scripto long-lead pencils 
— for every office use 


Scripto standard 
(.046") diameter 
leads come in 10 
degrees of black, 


17 popular colors 


. Seon 


Scripto erasers . P a? ~~ / 
take 5 seconds to replace 
<a 
—make a clean sweep of mistakes 
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They write beautifully .. .they write flawlessly. They 
look regal . . . they are truly the beauties of the pencil 
world. With cap, clip and tip in gleaming gold finish, 
these new “Autopoint’” Pencils combine smartness with 
dependable performance. 


New “ROCKER” Clip blends in with the pencil . . 
crowns it with distinction. Fits pencil low in the pocket, 
clips quick and easy, holds fast and stays put. 


Retained are the famous time-proved “Autopoint” Grip- 
Tite Tip, no-jam mechanism and easy rear-loading— 
leads can’t wobble, turn or fall out . . . trouble-proof, 
easy-writing features always associated with Autopoint”’ 
Pencils. 


TRADE 


THAN THE NEW AUY7OPO/NT' PENCILS! 


MODEL 70 for standard leads—top pencil has cap, ‘Pocket 
Level” Clip and tip in gleaming gold finish. Barrel and 
finger grip in either black or dubonnet. Also Model 170 
for Real Thin Leads. Retail list $3.75 (plus excise tax). 


MODEL 69 for standard leads—center pencil has ‘Pocket 
Level” Clip and tip in gleaming gold finish, with cap in 
rich satin, silvery finish. Barrel and finger grip in either 
black or dubonnet molded plastic. Also Model 169 for 
Real Thin Leads. Retail list $2.65 (mo excise tax). 
MODEL 68 for standard leads— bottom pencil has ‘Pocket 
Level” Clip, band and tip styled in gleaming gold finish. 
Cap, barrel and finger grip in either black or dubonnet 
molded plastic. Also Model 168 for Real Thin Leads. 
Retail list $1.75 (no excise tax). 


MARK 


BETTER PENCILS 


FOSTER AVENUE e 
OFFICE MANAGEMENT AND EQUIPMENT 


CHICAGO 40, 


ILLINOIS 
August, 1946 
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blic unveiling of Gunn's new office appointments is still = 
layed. These pioneer creations are not to be entrusted 
inferior materials or indifferent workmanship, Their 
ouncement will carry ample evidence that modern 


1S eduction economies can bring the highest quality to the 
badest market. It will be worth while to wait for this 
946 furniture — since its appearance will confirm the 


lescence of present designs and structural methods. 
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REG. U. S. PAT. OFFICE 


CONVERTO-BINDE 


THE ONLY ZIPPER CASE IN THE WORLD 


WITH THE Patented REMOVABLE RING METAL 


Actually 
TWO Portfolios in ONE! 


CONVERTO-BINDERS enjoy national 
preference because of their unique 
UTILITY + BEAUTY + DURABILITY 


“SSQNVERTO-BINDERS may be used either as a ZIPPER LOOSE-LEAF NOTE BOOK or as a ZIPPER PORTFOLIO. 
EXCLUSIVE FEATURE distinguishes the CONVERTO-BINDER from the ordinary portfolio. 


@ Ist Quality Metal, 1” & 1%” Capacity 
@ Variety of Styles...Genuine Leathers Only 


ae ==) 
———— | Ooh nummer | = 

” S \ = 

t a 
Shows the CONVERTO-BINDER Shows the CONVERTO-BINDER 
with the ring metal IN To remove the ring\metal, simply with the ring metal OUT 

loosen two permanent screws, and 
LIFT OUT ~ 


SEND TODAY FOR NEW ILLUSTRATED FOLDER NO, 85 


REUBEN COMPANY 222228 


Manufacturers since 1920 <f IRANI epee Rly Clilers ond Porttalios 
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Carton Papers 


Carton Ribtons 


RIBBONS =‘ 
2 ed CARBONS: | Inked Riblons 


—_ aces 


= “DUPLICATING — 
Carton Roll | - SUPPLIES: &# 


Maslor WUntls 


SPEED 
EFFICIENCY 
INOMY 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 


750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


Sales and Service Everywhere 
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“BUSINESS TODAY calls for speed,”’ I tell a convention of office Jose 


workers, “‘but you can’t get it without office equipment. - 
“Now, take the SWINGLINE Stapling Team! sSWwINGLINE’s ye 
No. 4 Stapler loads fast because its patented Swing-Back head 


makes it easy to load—and it pins and tacks as well as staples! 
Its teammate—SWINGLINE’S 100% ROUND WIRE No. 4 Staple— 
penetrates better, doesn’t clog with excess glue, because it’s 
made of 100% ROUND WIRE. SWINGLINE’S Stapling Team spells 
speedy, teouhlio-tee performance—and that spells efficiency!” CH 

I get a big hand—they’re all agreed that plenty of Speed is 
what they need! 


t Your office needs SWI1'GLINE, too. See the SWINGLINE Stapling ve 
& Team at your stationer s. 
‘ % ALL SPEED Produc’s Sold Through Dealers Only. 
4 4, SPEED PRODUCTS COMPANY, INC., Long Island City 1, N.Y. SA 
ST 
St 
pc 
ce 
100% ROUND WIRE 
fo Cc 
s STAPLES ARE BEST re 
a M 
io FOR ALL STANDARD 
y STAPLERS 


NO.4 STAPLER AND STAPLES 


WORLD'S SPEEDIEST STAPLING TEAM 
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Founded as 
OFFICE EQUIPMENT 
DIGEST 


OFFICE MANAGEMENT 


and, Equipment — 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


AUGUST 1946 


Volume 7 No. 8 


EDITORIAL OFFICES: 260 Fifth Avenue, New York 
City, (Tel. LExington 2-1121); Thomas Murphy, Editor; 
William de R. Taaffe, Raffaela Pastore, Heskett Kim- 
ball Darby, Associate Editors; M. T. Weeks, Circula- 
tion Manager; James V. Quirk, Production Manager; 
Joseph Hochfeld, Art Director. 

ADVERTISING: Hugh Ward, Manager; Fred Stein- 
hilber, Wm. H. Hasbrouck, Jr., Charles B. Rosengren, 
James E. Neary, Jr., W. Richard Gursey. 


BOSTON 10: 212 Summer St., Room 600 (Hancock 
5390), A. C. Kretschmar. 


CHICAGO 2: 189 W. Madison St. (State 2912), John 


M. Smythe, Tom Bulger, Helen Treacy, Thomas 
R. Brady. 


LOS ANGELES 14: 857 S. San Pedro (Trinity 2324), 
Josephine L. Fisher. 


SAN FRANCISCO 16: 267 Teresita Blvd. (Elkridge 
2897), Alexander Rattray. 


ST. LOUIS I: 915 Olive Street (Chestnut 1965), James 
R. Wright. 


SUBSCRIPTION: $2 a year in United States and 
possessions, Mexico, Cuba and Canada. Other 
countries $1 extra yearly. Single copies 25 cents. 


Copyright 1946 by Andrew Geyer, Inc., all rights 
reserved. Also publisher of Geyer's Topics, Who 
Makes It & Where, The Gift & Art Buyer, Sports Age. 


(CCA 


Member of Controlled Circulation Audit 
and National Business Papers Association 


NBE Y 


Published monthly by 
ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK 1 


M. A. Geyer, President: James E. Neary, 
First Vice-President: Donald McAllister, 
Second Vice-President: T. V. Murphy, Edi- 
tor, and Hugh Ward, Advertising Manager. 


"I wish he'd shut up!" 


%& EFFORTS of many corporations to increase the telephone 
efficiency of their people, such as New York Central’s cam- 
paign described recently in this magazine, indicate growing 
realization of the importance of telephone usage technique, 
but those whose telephone time is most valuable are still too 
inclined to think telephone inefficiency a disease afflicting the 
employees rather than their bosses. 


After all, the average office worker uses the telephone little 
or not at all in his daily work. But for the executive to be 
without a telephone is unthinkable, and it is on his telephone 
that a great deal of aimless and time-wasting conversation 
goes on day after day, with no one to do anything about it. 


You can slap down an underling who penetrates your secre- 
tarial screen with fuzzy telephonic questions but what can 
you do to a man of rank equal to or higher than your own who 
must get through to you on the telephone in the middle of a 
busy afternoon to tell you of the wonderful round of golf he 
played on the week-end? Or perhaps it is you who had the 
happy thought of calling him about your golf game? 


Ill-timed calls on personal topics, calls of legitimate business 
purpose which beat about the bush for minutes before getting 
to the point, all the calls which need never have been made— 
who’s willing to educate the executive regarding them? 
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But are they Strangers PA discharged serviceman walks into a place of 
business, looking for a job. There’s a brief conversation .. . a lingering goodbye . . . 
and somebody plunges into the usual business of the day. The serviceman leaves 
. a Stranger. 

Anyone can shake a hand .. . smile . . . be encouraging . . . but these things are empty 
gestures unless something concrete is done. 

Veterans have returned broader in their outlook—efficient in their way of doing 
things—definite in their convictions. They have a wealth of new ideas for American 
business. Business needs the veteran as much as the veteran needs business oppor- 
tunities! 

Let’s make sure that we don’t pass up the opportunity of using the talent of veterans. 


It’s to everybody's advantage. 


Sfandarg 


Manufacturers of Standant | ae | Visible Equipment 
Loose-Leaf Covers and Forms ——— ooram ase os Bound Books 


Proauct 
FOR EVERY RECORD—A WAY TO KEEP IT 
GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 


BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 


OFFICE MANAGEMENT AND EQUIPMENT August, 1946 


on gl - alll <= ee «> 


ee. io rs" © 


Ebay Re mae Bh me Bhs i ua ita pais “s eT OS > ER a cea re ie ae 
Pe .. Soya) ve ee ae a i = p: i a _ ie ey a oie = 3 eee Was. 
‘2 on a re - i aoe + a | oa : oo nas se a. = See os. aes Se 
va en 
ees. ow 
ee RRM 
3 <<  aEO> 
abe eee 
_ 4 °.° — st Tyree = 
i as - — fs "3,2 - 
a J —--> — . — _ 
7 | ~ = $ es i i~ll 
= i EEE 5 a =. = s; yt 
bax ; Se “ — 
a a oe a = ——— —S— 
cd =F = SSS . 
ae = — a =e — BE as on == S aie Mae 
a u i ARTE ~ 4 So ————— NE on ~« eR 
E nae : > — =—————_ - — —_— > Ss Cg Som aed mt 
a - ~~ SS See 
Fs ‘ —<——— S—S=— ee ee eee ee eee ee 
ae . oa] ODD EE Oe SSS SS ————— .~ a Pes eines 
Soa — = =—— ee me 
eae = = a eee — SS ee 
ae . / : = = a — SSS 
s oo “ or = ago —th ~ — " ——_— ———— — 
a oe ee ery: = : = ————— 2 a 
: “72 6 te 4 ' : : —_—== — ——— = = —— 
1 SLi ; +e ee = = ————— ee ee . 
ez ZZ f f ; a —— ———— > — =| Pat 
: : EL, / J i a anne = —— 
Se XB é, 327 »aaee - Wi 
= tig : Bf | . - ANY \ 
oo “Gas " : 7 a Y J i> Vee 
as : ae | WY, /: Fg Wy “st, | we = > ae oa 
os : ie ree Wy ‘ tify — " i Uae ey)" tg 
pis = My 4 Y LL i. aR pais <6 pa 
2a Cl? yg J Ly 77 ny MY Paster iam 
a —-_" ff YY Lf Ee y Bs 4 RNa <) e 
: j ee: hp ff to Oe oie ‘ eet \\ \ a Ee eh. \\ 
=a | Ye eee! By, s\\\\ eta . 
na fits fo Lf Fe as ee Ly: - ee \ eo Dy a eal 
Sy al ; Py Pr ey im s rh. ep. . ‘ eal. ~ 4 = \ eee $4) a 
oa ie a5 sg DL ™ + Meg y ~~ M 5 Bs \\ e. e ed 
Be | si eae a GG TOBE ae ae ae Eo \\\\\ kd E Be 
oo — a.” OS a Vee J | Bee - 
aS 5S —— ———— B. ry - - : 
i —_——— aS — shane 9 a — ————— _- — 
? a SSS SS a os Step 
a. of SSS ee Re See > 
ees “ => = — i Ut es ' “SSR _ SSS SS ES ee 
he a =—— - > a 7 re _ 
) = _ ' ES << - —— rr 
a — a a SSS SS a ee a 
ova were — ——— — ee 
Lees — = 
ae 
.s: F 
+a 5 ti 
5 ie E; 
i ec: ¢] 
a ee + 
-) ae Is 
a 2 
Pe 0 
ae 0 
7 ¢ 
ya t 
ee a “ 
fe 
- ee 
ee | 
— « 
3 
aa 3 
2 
ae 
ne. : . : ee 
ay | So ieee a ie Jae ee ica i. ee a Seige “a Ae oS ee oe a ie ae 
Cae ee ere ig es, oe 2 ve eee ee “ae i ; eee tes Po 9.5, See Se ee ried Se hg 
2G. - Oe 7 oe re, a a — F a erste ay ees 3 =. a ee ran a! ea WEL 


946 


A. Devaney, Ine. 


Let's Leave Pools to Chance 


By A. H. Stricker 


Author of "Seven Steps Towards Simplified Office Procedure” 


% THE reading public is. well aware of statis- 
ticians’ efforts to accurately compute a man’s 
chances of winning a baseball pool. The public 
is also aware of the many statistical efforts in 
other fields of gambling, made to give the sucker 
his numerical chances of winning a “pool.” 

No effort has been made by statisticians or any- 
one else to give management the percentage of 
chance it takes in employing the plan of “pooled” 
typists, “pooled” stenographers, or in_ short, 
“pooled” employees. 

The ever-increasing practice~by management 
in the use of pools has an alarming effect on those 
who stress the paramount need of streamlined 
efficiency in this post-war era. No attempt is 
being made here to berate statisticians for over- 
looking the chance to warn management against 
the use of pools, but an attempt is being made to 
clearly identify a defective measure. It should 
be pointed out, so as not to portray a closed-mind 
attitude, that some organizations are able to use 
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employee pools to advantage. These instances, 
I would say, are few and far between. 

The value of employee pools in an organization 
is rarely what it is cracked up to be. They re- 
sult, usually, after a survey has been made of a 
seemingly over-staffed division or organization. 
Their use is said to be in the interest of economy. 
Let us view the last statement carefully and pro- 
ceed to take the steps used by a division in arriv- 
ing at the conclusion that a pool of stenographers 
is necessary. 

Let us assume that nine section chiefs in the 
division have two stenographers each. A survey 
shows that two stenographers are not needed by 
any one of the nine administrators. A survey 
further indicates that seven of the nine adminis- 
trators do not need even one stenographer on con- 
stant duty. Now we take the easy way out and 
create a stenographic pool. 


We immediately promote one of the stenog- 
raphers, or hire another individual, to act as 
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supervisor of the pool. Her duties are to assign 
stenographers at the request of the adminis- 
trators. In her position, she must be sure 
to have enough stenographic help on hand at 
all times to satisfy the demand of the adminis- 
trators. She takes into consideration vacations, 
sickness, leave without pay, and other elements 
that will cause fluctuation in the number of em- 
ployees, and usually arrives at the conclusion that 
more stenographers are needed. 

The so-called “in - the - interest - of - economy” 
stenographic pool is now set up. Let us watch it 
function, and a few more enlightening details will 
become discernible. 

Each administrator has his pet steno. Oft- 
times more than one administrator will have the 
same pet steno. It is easy to imagine the chaotic 
conditions this situation will create. If two ad- 
ministrators call for the same steno at the same 
time, only one will be able to have use of her 
services. The administrator that is slighted will 
bear a grudge, or at least have a momentary bad 
regard for the supervisor of the pool. To vent 
his feelings, he will usually treat the stenographer 
assigned to him with harsh words, rapid dictation, 
or any number of little things the dictator is able 
to do to make a stenographer’s work more difficult. 


Pet dictators 


Then each stenographer has her pet client. The 
supervisor of the pool will be approached every 
day with “Please Miss Brown, may I have Mr. 
Jone’s dictation today?” If some other girl is 
assigned to Mr. Jones, the stenographer making 
the request will vent her feelings on the adminis- 
trator she is assigned to. She will say he dictates 
too rapidly, she will slow up final production of 
his work, or do one of many other things that 
will weaken the dictator’s ultimate product. It 
must be pointed out that this condition actually 
deprives the dictator of a fair showing of his 
product to his superior. The steno may do very 
good work for her pet client, but through cunning- 
ness will cause an equally good dictator to have 
poor work presented to his boss. 

Not to be forgotten is the problem of good looks 
and ability among the individual stenographers. 
The more able stenos will be picked to do most of 
the work. The good looking stenos with lots of 
ability will be overloaded with work. The dowdier 
stenographers with less ability will merely be 
excess expenditure. 

We have looked at what perhaps appears to be 
the shady side of the stenographic pool. How- 
ever, these things do happen! Instead of being 
“in the interest of economy,” actuality may reveal 
pools to be a stumbling block to efficiency and 
costly to management. They may further reveal an 
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Controversial? 
WHAT DO YOU THINK? 


e POOLS of stenographers, typists, and dictating 
machine operators are nothing new in the office 
but the tendency to pool office workers got a big 
boost during the war. Now there are some office 
people who wonder if many a pool has not been 
decided upon because pools seem to be the fashion 
rather than because pool operation is more pro- 
ductive than use of the workers individually. 

In the article herewith one of the best-known 
authorities on office procedure takes a strong wallop 


at the office pool. 
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administrator-employee relationship that is filled 
with friction. 

As a remedy, let us take just a few steps further 
the initial survey that resulted in “taking the easy 
way out.” Carefully examine each of the jobs 
done by each of the administrators. We will pos- 
sibly find that one of two things must be done. 
Perhaps the nine positions can be combined into 
six, or possibly three positions. If this is done, 
then assign two stenographers to each of the six or 
three administrators. The combined work will 
keep the two stenos busy, and perhaps show a 
need for one or two more stenographers each. 
Either do this or determine if production can be 
stepped up so that each of the nine positions is 
necessary, and each administrator has enough 
work to keep his two stenos busy! 

At any rate, combination, elimination, or 
stepped-up production is possible. Any one of 
these elements is a boon to management, and each 
will promote efficiency through employee con- 
tentment. 


Not what they seem 

On last analysis, the “in-the-interest-of-econ- 
omy” pools are not what they seem. An attempt 
has been made to point out the chances that man- 
agement takes in using pools—chances which 
management sheuld not have to take! More care- 
ful surveys that probe deeper into the cause of 
over-staffing are the answer to this problem. And 
problem it is, although it is not readily recog- 
nized through its camouflage. 

Why wait until the bookies prepare an odds 
board on management’s chances for success with 
a pool? Let’s leave pools to chance, or to the or- 
ganization that have sound proof of the advantage 
of this system. 
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In Management Library at Prudential Insurance Co. 


Libraries Valuable Feature 


In Prudential’s Office Work 


By Virginia Kent 


% THE Management Library of the Prudential 
Insurance Co., of Newark, N. J., directed by Mar- 
guerite Rummell, centralizes books and periodicals 
for executives and employees interested in office 
management, methods, and personnel. 

This library, developed from a small nucleus of 
books on management since 1941, is one of several 
special libraries that make reading material easily 
accessible to personnel. The Dryden Memorial Li- 
brary, dating back almost to the founding of the 
company and bearing the founder’s name, puts fic- 
tion, standard non-fiction, and magazines at the 
disposal of Prudential’s ten thousand employees. 
There are also actuarial, law, insurance, and med- 
ical libraries. 

Numerous time-saving methods of bringing sig- 
nificant material to executives that the Manage- 
ment Library has worked out are especially in- 
teresting. 

One of its outstanding services is the monthly 
publication of Management Digest, featuring re- 
prints of articles that deal usually with one timely 
phase of management or methods. The pocket- 
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sized Digest, prepared by the librarian and 
multilithed, is distributed to all company execu- 
tives and supervisory employees. 

A recent issue of Prudential’s Digest suggests 
the interest of its selected material. One article, 
“Insurance Company Office Machines,” by Nor- 
man Harwood Wilson, reprinted from the Eastern 
Underwriter, treated of the development of many 
business machines. A _ supplementary list of 
sources of information on office machines ap- 
peared on the back page of the Digest, with the 
librarian’s comments. 

The same issue of the Digest also contained 
“Let’s Put Courtesy Back Into Business,” by Jay 
Achell, reprinted from Forbes: “When it is Nec- 
essary to Dress a Man Down,” by George Dart- 
ness, from Industrial Relations, and “Controllables 
vs. Uncontrollables” from the Loma Bulletin. 

Another typical issue of Management Digest 
dealt with various phases of interviewing. 

Forty or more business publications, dealing 
with personnel, management, current events, and 
related topics, to which the library subscribes, are 
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routed to officers, executives, managers, and others 
in supervisory posts. A considerable number of 
subscriptions are taken for magazines in great 
demand. Routing is planned on a geographical 
basis for quick distribution. 

New magazines are added to the library’s sub- 
scription lists as they are requested by executives, 
whose interest often results from discussion in 
management meetings. Exchange of ideas with 
other business libraries through the Spécial Li- 
braries Association, of which Miss Rummell is a 
member, also proves helpful in suggesting new 
material. 

To bring to executives news of new books and 
important meetings and conferences in the field 
of management, Miss Rummell prepares for dis- 
tribution a bulletin, “Across the Librarian’s 
Desk.”” Books and other material listed are briefly 
described. Topics and leaders of forthcoming 
meetings and conferences are noted. Organiza- 
tions included are the National Office Management 
Association, American Management Association, 
Society for the Advancement of Management, and 
Life Office Management Association. 


printed in its Management Digest or in other 
periodicals is obtained for those interested. 
Many books on general topics helpful to the 
business executive are included on the library’s 
shelves. Books on public speaking, such as “Seven 
Rules for Speech Making,” are popular with ex- 
ecutives called upon to address groups. “The Art 
of Rapid Reading,” by Pitkin, is a popular title. 
Miss Rummell makes a point of finding the 
answer to the host of questions that come up in 
executive offices. Many times she supplies cor- 
rect addresses of business firms, names of officers, 
and so on, consulting annual reports or other data 
on file. Executives preparing addresses or papers 
may turn to the library for information on va- 
rious points. During the war its atlases and maps 
were consulted to determine all the territory prop- 
erly included in the “West Indies,” a geographical 
limit significant in relation to policies. 
Important in popularizing the Management Li- 
brary is its location in the West Gallery, between 
the second and third floors of the Main Building. 
Its glass front and interesting interior are seen 
by throngs of Prudential executives and employees 


In Dryden Memorial Library 


One phase of the library’s service, important 
in bringing it into close touch with executives, is 
the making of reservations for such meetings and 
handling the payment of bills. 

Titles requested by executives are constantly 
being added to the Management Library’s stock 
of books, in addition to the outstanding new 
books that the librarian regularly purchases. 

Most of the requests for books and pamphlets 
are made by telephone and the company’s mail 
and messenger service is used in delivering ma- 
terial and picking it up. 

All sorts of special services are performed by 
the library. Material referred to in articles re- 
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streaming through the Gallery at the luncheon 
period. The redecorated library has soft green 
walls, and its indirect lighting is restful for 
readers at the tables. Exhibits of timely material 
capture the interest of those who pass and bring 
them in to make use of library facilities. 

An information service for vacationers is one 
of the extra features that make Prudential’s 
Dryden Memorial Library, with its more than 
9,000 titles in fiction and non-fiction classifications 
popular with employees. 

The librarian obtains all available material re- 
garding steamship and railroad lines, resorts, and 
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The Leaping Letter can usually be captured in or on the desk of the executive asking for it. 


“It Works Like Magic!” 


By Irene McFarland 
Filing Association of New York 


% THE CSOCMO (Committee for the Study of 
the Origins and Control of Magic in Offices) has 
just rendered its preliminary report, and its find- 
ings are, to say the least, remarkable. In this 
day of streamlined procedures and Gallup polls, 
half-way to the twenty-first century, management 
is confronted with a hangover from the world’s 
childhood! 

According to the report, the manifestations of 
Magic in offices follow well-defined channels, and 
are especially potent in contact with business rec- 
ords. Moreover, their presence in offices was 
found by the committee to be almost universal, 
though effective control is a matter for further 
study. 

Some executives find that sending letters to the 
filing department evokes Black Magic, and the 
letters go up in smoke. In order to nullify this 
Sinister influence, a very effective charm or talis- 
man is the personal filing system kept in the bot- 
tom desk drawer. It is very effective in keeping 
letters from the files, and Black Magic has no 
effect on it. The intricate index which usually 
accompanies it is a great aid in revealing what 
letters have been lost. The Committee will be 
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glad to supply a complete description of this file 
and index on receipt of $.0875, which is the price 
ceiling. 

White Magic is mentioned with enthusiasm 
wherever it is in use. In these offices it is un- 
necessary for the file clerk to be given either name, 
date, or subject of a letter, in order to get it from 
the files. She produces it by the aid of White 
Magic. Thus her work is very easy, and the 
executive’s brain is freed from burdensome detail. 

A peculiar form of Magic has been noted lately 
in file folders which renders them invisible. Thus, 
when the file clerk requests the return of a folder 
issued last week, the reply is “I never saw the 
folder!’ The advantage of invisible folders is 
that a desk always presents a neat, cleared-up 
appearance, no matter how many folders may be 
piled there. Unfortunately, some folders are de- 
fective, so that the file clerk occasionally spots 
one and takes it back to the file room, where it 
can once more come under the influence of Black 
Magic. 

Almost every office, says the’ Committee, is 
troubled with a form of Magic known as Leaping 
Letters. It is impossible to tell when a letter is 
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thus affected, because there is nothing unusual 
about its appearance. When requested from files, 
however, it is not where it should be, nor is it on 
the desk of origin. After the file clerk has wasted 
much time and energy tracking it down from desk 
to desk, and her nerves are about to give way, she 
realizes, if she is familiar with Magic (and most 
file clerks are) that she has a Leaping Letter to 
contend with. 

She thereupon goes to the executive who asked 
for the letter, and casts a spell over his desk. 
This subdues the Leaping Letter and it can easily 
be captured in the Out basket, the middle desk 
drawer, or in the charmed file already mentioned. 


This demonstration of Magic is always entertain- 
ing to any customer or client who may be present, 
and like all entertainment, has considerable busi- 
ness value. 

The Committee is now working on a supple- 
mentary report, which will contain tabulated re- 
turns on the national survey now in progress, as 
well as a novel graph showing the seasonal rise 
and fall in Office Magic. It is hoped that this 
report will be completed in time for one of the 
coming next management conferences, and that it 
will result in conclusive action looking to the 
permanent control of Magic and its allied in- 
fluences. 


Office Libraries a Valuable Feature 


(From page 24) 


accommodations for vacationers, and secures nec- 
essary information for solving individual vacation 
problems. 

Hours extending from the luncheon period to 
4:45 o’clock, a half-hour after office closing time, 
add further to the recreational character of the 
Library. 

Among important special services is its pro- 
vision of collateral reading for employees taking 
Life Office Management courses and College Life 
Underwriting courses. The library also supplies 
required reading for the many young high school 
students employed part-time, permitting them to 
study at luncheon periods or after hours. 

Books on many phases of insurance are stocked 
inthe library’s up-to-the-minute non-fiction, in- 


ehading “The Bible of Life Insurance,” “Arith- 


metic of Life Insurance,” and “Life Insurance 
Accounting.” 


Forming reading habits 

Most important of the library’s many functions 
is that of making good material of every descrip- 
tion, including.a wide assortment of popular mag- 
azines, so easily accessible that employees will 
enjoy reading and form good reading habits. In 
addition to its large stocks of fiction, including 
current best sellers, the library puts at the dis- 
posal of readers classics, poetry, biographies, ref- 
erence works, books on sports, and all outstanding 
non-fiction titles in various classifications. Its 
collection of books on World War II is especially 
inclusive. 

Executives as well as employees draw out fiction, 
enjoying good mysteries for relaxation. 

Newer books may be taken out for from seven 
to fourteen days, depending upon copies available, 
and regular fiction may be kept one month. All 
popular magazines, with the exception of current 
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issues, held for the tables, may be borrowed for 
one week. 

Special forms are provided for the convenience 
of Dryden’s readers in requisitioning desired 
books not stocked. The extent of its resources 
and acquisitions, however, supply most needs im- 
mediately. 

New books are frequently publicized through 
the employees’ publication, Home Office News. 

Discarded books are given to the Merchant 
Marine or Salvation Army for use or sale. 


They know the answers 

The librarian of the Dryden Library ana her 
two assistants spend considerable time answering 
all the questions that 10,000 office employees ask. 
In connection with their work, they often need 
such data as populations of cities, national income 
for certain periods, birthrates, distances, or rail- 
road fares. Questions, usually received over the 
phone, also deal with employees’ personal prob- 
lems, lately including the removal of candy from 


’ fur for instance, and verification of waterproofing 


methods outlined in a magazine article. There 
are many miscellaneous queries, as employees ask 
about authors or titles, where certain poems may 
be found, who discovered that mosquitoes cause 
yellow fever, Little Eva’s surname, and on one 
recent occasion, the gestation period for an ele- 
phant! 

All this curiosity indicates live, busy minds and 
the popularity of a library equally live and active. 

Located on the sixth floor of the Gibraltar 
Building, this spacious library is restful and in- 
viting. Its fine panelled walls and ceiling are as 
distinctive as the sepia bookplate that appears in 
all its volumes to commemorate the company’s 
founder, John F. Dryden, “pioneer of industrial 
insurance in America.” 
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Herbert B. Roth, Assistant Comptroller, Continental Casualty Co. of New York. 


Good Personnel Ideas Evolved 
at Continental Casualty Co. 


By Alice Cambridge 


% TO SOLVE the problems associated with 
rapid growth, the personnel department of Con- 
tinental Casualty Co. of New York, directed by 
Herbert B. Roth, assistant comptroller, has de- 
veloped numerous ideas and methods valuable in 
maintaining the warm, friendly atmosphere and 
individual attention that were more easily culti- 
vated with a smaller force. 

The company’s “Earn-A-Day Plan,” for ex- 
ample, one of the features that Miss Ethel L. 
Moore, assistant to Mr. Roth, explains to new 
employees before they go to work, interests them 
so keenly in setting a perfect record of attendance 
that absenteeism and tardiness are effectively 
checked. As a reward for perfect attendance for 
thirteen consecutive weeks, this plan entitles them 
to two free afternoons or (if they prefer) a full 
day with pay. 

Employees earning this reward receive two de- 
tachable yellow coupons, signed by the personnel 
department, which read: 


“For thirteen consecutive weeks ending .. . 


you have not missed attendance nor been tardy. 
August, 1946 
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The Company recognizes that fact by allowing 
you an ‘earned day.’ The time you select must 
bear the approval of your department head and 
must be taken at some time other than with the 
regular vacation. 

“Give this ticket to your department head on 
the day prior to your absence. Department heads 
will please indicate the date taken, sign and for- 
ward to the Personnel Department.” 

To insure accurate time records, an employee 
timekeeper is appointed in each department to 
keep the attendance sheet. As employees arrive 
and leave, they sign the sheet, noting the exact 
time. At 9 a.m., the timekeeper draws a red line 
below the signatures to indicate the tardiness of 
those signing later. 

Attendance is also a factor considered in the 
periodical rating of employees for promotion. To 
impress its importance, promotion is sometimes 
deferred if the attendance record of an employee. 
otherwise qualified, is unsatisfactory. 

The rating form, planned to insure the em- 
ployee’s progress through evaluation of his accom- 
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Payroll Audit Department, Continental Casualty Co. of New York. 


plishment six months after employment and at 
intervals thereafter, is also conspicuously valuable 
in leading department heads who do the rating 
to think intensively about their personnel. 

The twelve qualifications on which employees 
are rated are “Knowledge of Work, Quantity of 
Work, Quality of Work, Sense of Responsibility, 
Supervisory Ability, Adaptability, Judgment, In- 
itiative, Attitude, Physical Impression, Attend- 
ance, and Tardiness.” These are carefully defined 
at the foot of the sheet for.the guidance of de- 
partment heads. 

Compact arrangement of the single sheet simpli- 
fies rating of these on a point scale of from zero 
to four. A rating of “Unsatisfactory” scores 
zero, with one point for “Fair,” two for “Satis- 
factory,” three for “Excellent,” and four for 
“Outstanding.” 

A total of thirty points is required for advance- 
ment. 

The department head also answers these four 
questions: 1. Is employee satisfactory on present 
job? 2. Is employee doing work best suited for 
his qualifications? 3. Is employee satisfied? 4. 
Is employee capable of advancement? Several 
lines are included for adding recommendations. 

The analysis of qualifications at the foot of the 
sheet affords a helpful basis for uniform, accurate 
rating. In rating “Quality of Work,” for instance, 
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department heads are instructed to consider ac- 
curacy and neatness. Evaluating “Supervisory 
ability,” they “consider whether the employee is 
capable of handling others, so the employees like 
him? Is he tactful, loyal? Is he at ease with su- 
pervisors and co-workers? “Adaptability: Con- 
sider ability to learn new work; ability to adjust 
easily.” “Judgment: Consider ability to make 
decisions both in routine matters and emergencies; 
ability to distinguish important from unimpor- 
tant.” “Initiative: Consider whether employee 
is able to carry through a job alone or if he must 
be prodded or helped.” 

The personnel department, which lists all em- 
ployees ready for rating, notes on the rating sheet 
the date of employment, starting salary, and all 
salary increases. 

All promotions must be approved by Mr. Roth 
and the vice-president before the home office is 
notified and they are put into effect. 

Long before employees are rated for advance- 
ment, from the moment in fact that they step into 
the personnel reception room, they are made 
aware of the attention that Continental Casualty 
Co. gives to the individual worker’s welfare and 
development. 

This reception room, where Miss Moore inter- 
views applicants, is small enough to avoid the 
impersonal feeling that may be associated with 
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Ladies’ Lounge at Continental Casualty. 


a larger area. Warm beige walls, rose beige car- 
peting, indirect lighting, tasteful furnishings, 
pictures, and plants create an atmosphere of 
cheerful warmth and luxury that suggests this 
firm’s conviction that its employees rate the best 
it affords. 

Well-chosen pictures, important in conveying 
the human, personal touch that the company 
seeks, include a fine modern landscape above 
Miss Moore’s desk. A growing plant in a colorful 
dish on her desk-top also suggests home-like at- 
mosphere. 

Opaque-shielded fluorescent fixtures over the 
glass-covered desk, carried across the rear of the 
reception room, aid applicants in preparing 
blanks. Here an interesting dish garden is placed 
between desk pads, and even penholders are in 
gay colors. Only two applicants are seated here, 
as the personnel department prefers to handle 
small groups to insure individual attention. When 
additional space is needed, the adjoining office into 
which the reception room opens may be used. 

Before applicants fill out forms, Miss Moore 
asks a few questions concerning the type of work 
in which they are interested, the salary range 
desired, and their experience background. 

The application form that they complete, if 
interested in the openings available and appar- 
ently qualified, is especially interesting, as it was 
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developed by Mr. Roth and Miss Moore through 
study of five different forms, all outstanding for 
excellence. One of these was a form used by the 
Chicago home office. 

By breaking the form, printed on both sides of 
the single sheet, into several distinct sections, its 
appearance is made simple and attractive. Sec- 
tions, are differentiated by captions, spacing, and 
by varying styles of type, well-sized throughout 
for easy visibility. 

Questions in the first section dealing with 
Salary, include “salary considered” and “least 
salary desired.” Applicants are also asked to 
state “other positions you will consider” as well 
as “position desired” to simplify placement. An 
applicant for a telephone operator’s position, for 
instance, may state that she will consider a typ- 
ing job, enabling the personnel department to 
place her until the work that she prefers is 
available. 

The second section, Education, in addition to 
listing the applicant’s schooling, asks: “In what 
subjects did you do your best work? In what 
extra curricular activities did you participate in 
school? In what field did you specialize? (major 
subjects) .” 

A knowledge of the subjects in which appli- 
cants did outstanding work frequently aids the 
personnel department in guiding them wisely. An 
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applicant for a typing position, for instance, some- 
times has an aptitude for mathematics that makes 
a job in the accounting or payroll departments 
more desirable for her future development. 

Extra-curricular activities may indicate a well- 
rounded personality, adapted for work with a 
group. On the other hand, the individual who 
has not participated in such activities in school 
may find work with a group less congenial and 
often proves best suited for a position in a smaller 
office, assisting an executive. 

The section on “Business Experience” includes 
space for listing six firm names and the reason 
for leaving each firm. Personal references, not 
relatives or former employers, are also requested. 

Applicants filling in this section may check fa 
miliarity with thirty different skills. More than 
@ year’s experience in a skill is indicated by a 
double check and an X signifies expertness. Space 
is provided for additional information. 

The alphabetical listing of skills includes such 
items as accounting, actuarial, billing, calculating, 
claim adjusting, clerical—general, correspond- 
ence engineering, filing, and mail room. The 
latter part of the list includes business machines 
in which applicants may be skilled—adding, Ad- 
dressograph, billing, calculating, Comptometer, 
Dictaphone, bookkeeping machines, Mimeograph, 
Multigraph, key punch, photostat, and tabulating. 
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Ample space for remarks by Personnel is pro- 
vided at the bottom of the reverse side of the 
application form. Here, for instance, may be 
entered a reminder that a later medical checkup 
is needed for suspected physical defects. 

Applicants for typing take a speed test. If 
there is special reason for testing stenographic 
skill, as in the case of an applicant qualifying as 
a “good beginner” for an important position, a 
letter may be dictated. In testing, allowance is 
made for the applicant’s natural nervousness. If 
not too familiar with an office machine, applicants 
who will be required to use it are asked to try 
it before being hired. Such applicants, if not too 
well qualified, may be better adapted for other 
types of work. 

If the applicant is qualified, Miss Moore ar- 
ranges an interview with the department head, 
first contacting the latter by phone and mention- 
ing characteristics or factors to note. The de- 
partment head’s reaction is obtained by phone 
after the interview. 

If it is favorable, Miss Moore has the applicant 
go to the medical offices in a building nearby for 
examination. 

After examination, the time is arranged when 
the employee is to report to the personnel depart- 
ment, ready to start work. 


(Turn to page 50) 


Reception Room at Continental Casualty Executive Offices—looking into Personnel Office. 
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The 
Coffee 


Hour 


By H. K. Darby 


Her eating and drinking 
in work hours irks many an 


employer. oe 


% THE debilitating effect on office performance 
of “timeout” periods, to which American office 
employees are helping themselves in increasing 
degree, has reached a point where top manage- 
ment is somewhat more than irked. Complaints 
are to be heard in offices of all sizes, and it is 
evident in many cases that management is just 
about ready to tackle the problem, letting the 
chips fall where they may. 

It is hard to say just when the European cus- 
tom of “petit dejeuner” or “brunch” became the 
vogue with American office help; it has been prev- 
alent for a long time, though never to the extent 
that it is now. But it may have had its inception 
in that vast segment of our population, the work- 
ing girl with many social commitments, who, de- 
prived of her proper sleep by nightly dates 
through the week, uses her breakfast time for 
extra sleep and then races to the office. There, 
having registered her presence on the job, she 
slips out when she gets the chance and goes down 
to the coffee shop off the lobby or across the street, 
where she breakfasts, generally on fruit juice, 
toast, and coffee. Possibly a half-hour will be 
consumed by this operation. 

Some of these girls will elect to have the food 
delivered to the office, where she will eat it in the 
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ladies’ room, the rear of the stock room, or in 
some other secluded nook. Regardless of where 
she eats, of course, her breakfasting is done on 
“borrowed” time. 

Men are guilty too of breakfasting on company 
time—harried commuters who too often hear the 
train whistling while they are shaving—but in 
number they don’t begin to compete with the 
girls. 

However the practice began there has in recent 
years been a significant extension of it. Now 
many men and women, regardless of whether they 
have breakfast at home or not, have established 
a certain time in the morning, or afternoon, or 
perhaps both, as a refreshment period, and sally 
out in two’s and three’s to their favorite coffee 
counter. Indications are that these jaunts aren’t 
always for the purpose of satisfying the indi- 
vidual’s hunger so much as they are for the pur- 
pose of getting away from the office (if only for a 
few minutes), exchanging bits of gossip too hot to 
disseminate in the office, or perhaps for reasons 
of romance. 

Doubtless in certain instances war-time tension 
aggravated the condition. Also, human nature 
being what it is, management always expects a 
certain amount of “fudging” on the job, however 
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improper. Nevertheless, many persons in man- 
agerial capacities feel that the situation has been 
out of hand for too long a time. 

Some are hoping that the situation will come 
under control when employment shortages are 
alleviated, but others, mindful of the importance 
of feminine help in the office, and the independent 
attitude with which most American women view 
their jobs, think that an employers’ market will 
help only in part. 

A few of the personnel people interviewed have 
decided that the aggravated condition is due 
mainly to the prevalence of low-calibre help, but 
others, when questioned along these lines, point to 
the offices of many “big money” enterprises—or- 
ganizations that have always been choosey about 
their help; they’re having their troubles too, they 
say. 

An obvious fact is that executive and super- 
visory grades of the office organization set the 
style in office behaviour as surely as Paris calls 
the turn in fashions, and many of these execu- 
tives and supervisors are guilty of doing just the 
sort of thing the employees are blamed for. One 
large organization in mid-town New York, recog- 
nizing this, plans to correct the habits of these 
groups as a preliminary move to getting back to 
a more businesslike routine for everybody em- 
ployed. 

One top executive was resigned about the whole 
thing: 

“Perhaps we oughtn’t to fight it,” he said. 
“Perhaps it’s here to stay and for management to 


accept. European countries have had it to some 
extent for centuries; maybe this is the American 
version of ‘elevenses’ and tea-time.” 

A bank official recounted the remarks of a har- 
ried waitress in a Park Avenue coffee shop and/ 
restaurant; it was the beginning of the lunch 
hour, and with friendly concern, he remarked 
on her obviously distraught state. 

“Do you see this crowd?” she asked. “Well, 
the same bunch that you see here now were in 
here between 9:30 and 11; here it’s noon, and 
they’re down again!! They'll be back between 
2 and 4, and I’ll be a wreck. What kind of an 
outfit can they be working for, anyway?” 

This same executive has some ideas of his own; 
he expressed one of them to a fellow officer when 
he said, “It seems to me that we are being dis- 
criminatory when we encourage the use of the 
lunch room for morning snacks; why not put in 
a barber shop and beauty parlor, and perhaps a 
small department store for the benefit of those 
who would like to do some shopping during bank- 
ing hours? Why cater only to the whim of those 
who feel like eating as they loaf?” 

On a more serious note, he said he was un- 
willing to deprive people of the chance to eat 
breakfast when, because of some mishap, they had 
missed it. However, he saw no reason why the 
affected worker should not approach his or her 
department head for permission to leave the build- 
ing for this purpose. 

“We are here to conduct a business and earn 

(Turn to page 58) 


Failure to find job interesting makes many recruits for the coffee hour. 


By Ewing Galloway 
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. every office takes on the protective coloring of its chief officer. 


THE BULL OF THE WOODS: 
HIS LIFE AND WORKS 


By Charles O. Libbey 


Head, Office Methods Staff, Tennessee Valley Authority 


% AT THE TURN of the century, a well-known 
writer and facile thinker wrote these words: 
“No man who has endeavored to carry out an 
enterprise where many hands were needed but 
has been well-nigh appalled by the imbecility of 
the average man—the inability or unwillingness 
to concentrate on a thing and do it..... If men 
will not act for themselves, what will they do 
when the benefit of their efforts is for all? A first 
mate with knotty club seems necessary; and the 
dread of getting ‘the bounce’ Saturday night holds 
many a worker in his place.” 

In the next few years millions of copies of this 
pamphlet were circulated throughout America. 
It was accepted as a classic by little groups of 
serious thinkers, and the thought never ques- 
tioned. We took it and liked it. It therefore had 
an influence or noted a trend in our thoughts on 
Supervision. The executive hired and fired and 
he was therefore in a favorable position to assess 
the blame. The logic of the situation appeared 
to call for more authority, more power, more 
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force. The way out was this “first mate with 
knotty club,” alias our hero, the bull of the woods. 
It was still quite logical to support a theory 
that if a man owned a business he owned every- 
thing inside its brick walls. Not so long before 
that there were papers to prove that executives 
gave meticulous orders concerning the behavior 
of employees when off duty. This was really 
rugged individualism on the part of individuals 
who could afford to be rugged and not the pale 
copy we talk about today. Business had expanded 
rapidly into super-bigness and there was a fine 
show of ignorance in management techniques. 
To one mature in business, the bull of the woods 
needs no academic definition. There appear two 
schools of thought in lampooning him. One leans 
to a cartoon employed widely to depict the trusts 
in the days of T.R., the Trust Buster, and is crit- 
ical but not too bitter. The other school, some- 
what sadist from experiences, veers decidedly 
toward a figure that suggests a house-broken 


(Turn to page 36) 
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in Toledo. 


The general offices and factory of the Martin-Parry Corporation 
Purchase of the American Propeller Corporation war 
plant by Martin-Parry of Detroit was announced recently by the 
Government. 


ae 


Vere 


ae 


The president's office. 


story air-conditioned office building, completely furnished, provides 
ample accommodations for executives and clerical workers assigned 
to this operation. Martin-Parry's executive offices will remain in 


The plant, is one of those put up by the Government the Fisher Bldg., Detroit, where also is housed its subsidiary, 
to serve as a model and guide for plant design. A modern two- Rexair, Inc. 


Model 
Offices 
in a 


Model Plant 


The main entrance. The building was 
constructed by the Austin Co. 
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The entrance foyer. 


In New Martin-Parry Offices 


The accounting department. 
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Woods 


of the 


(From page 33) 


Bull 


gorilla. On the part of all authorities there is 
agreement on the bungling bulk of his muscle- 
bound torso, a visage in contour along the classic 
lines of a prize Bartlett pear, with great weight 
to jowl and jaw, a mouth that only an English 
bulldog could love, and almost no neck, because 
he never sticks that out. 


Strength—but liakilities too! 


The observer cannot avoid referring to the 
solid, substantial body in the immediate vicinity 
of his swivel chair. It bulks majestically in spread 
and scope and suggests the seat of his admin- 
istrative right and drive. So long as these two 
develop massively together,, so long as these two 
sit ponderously on the lid, all must go well with 
the administrative structure. In brief there is 
somcthing grandiose, regally right, and even eter- 
nal about the posterior of our hero, the bull of 
the woods. 


Now this nose and thumb sketch is quite ab- 
surd. The bull of the woods was not just a tall 
hat and stuffed shirt with high blood pressure, 
but much more versatile. He was often small 
and pompous tall, thin, austere, and pious-minded ; 
neurotic and bombastic; excessively polite and so- 
licitous. In spirit, however, they all strutted right 
out of a military establishment with all the trap- 
pings of authority and discipline. 

As time goes on, every office takes on the pro- 
tective coloring of its chief officer. Employees 
ape the characteristics of their supervisors in 
their adjustment to the organization so that the 
bull of the woods creates carbon copies of him- 
self. It is therefore not one personality which 
we describe but that one multiplied by all his influ- 
ences. Like everyone else, he had his debits and 
credits of character. 

The bull of the woods may be considered as an 
asset to an organization. We did get decisions and 
there was no monkey business about suggestions. 


36 OFFICE MANAGEMENT AND EQUIPMENT 


Decisions are often the answer in the traditional 
standard pattern, and sometimes any answer 1S 
better than no answer. The bull of the woods 
appeared to have all the answers. He was de- 
cisive. 

The bull of the woods maintained discipline. 
His rules and regulations were obeyed without 
question. There was no bickering about office 
hours, rest periods, smoking, work conditions, 
fatigue, or overtime. Remember the old sign prev- 
alent in so many offices: “If you want to know 
who is boss around here, just start something.” 

We knew the immediate direction of our ac- 
tivity also. There was the job with its deadlines; 
we had to see that it was done to the exacting 
satisfaction of the boss. Seldom were there any 
irritating delays for coordination or red tape for 
relationships. No matter what other offices 
thought in the processing, we had the provin- 
cialism of our boss. . 

To a degree, too, the bull of the woods got pro- 
duction. He got a full day’s work with a few 
hours thrown in for good measure if he saw fit. 
Gold-bricking had to be of the most subtle variety 
that bordered on genius. As any foreman in any 
ditch will tell you, eight hours on the job will dig 
any ditch. 

With decision, discipline, direction, and produc- 
tion to his credit, our hero should have been the 
darling of top management. Sometimes he was 
just that because the habitat of the bull of the 
woods is no single stratum of administration. 
Gradually however there has come a recognition 
of his liabilities as well. 


Teamwork wins where individual cannot. 


For one most important thing, there was no 
real teamwork in his office. We know only too 
well that one man can span only so much of an 
activity ; and therefore many individuals, however 
earnest and intelligent, are not so effective as the 
group. There must be a unity of effort and ob- 
jective into which individuals pour their coopera- 


(Turn to page 46) 
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BELOW: 

SURVIVED THE BLAST AND HEAT of the atomic bomb. 
Though the atomic bomb wrecked two vaults made by a 
Japanese firm, four American-made vaults in the same room 
in the Teikou Bank of Hiroshima still function, as shown by 
the Mosler door at top. The vault in the background (lower 
picture) was made by the Mosler Safe Co., Hamilton, Ohio. 
The reinforced concrete building in which the bank was 
located was blasted to rubble. The outsides of the vault 
doors were seared by heat and some slight damage occurred 
to the external fixtures, but, according to E. H. Mosler, 
president of the Mosler Safe Co., the contents of the vaults 
were completely intact, and the doors were in working order. 


RIGHT: 


PRACTICAL COMMERCIAL CHINESE typewriter. The 
electro-automatic Chinese typewriter was demonstrated re- 
cently at the annual convention of the American section of 
the Chinese Institute of Engineers. The machine, first to 
type easily the approximately 5,400 ideographic characters 
commonly used in writing Chinese, was designed and de- 
veloped by the International Business Machine Corp., 590 
Madison Ave., New York. IBM engineers were assisted by 
Mr. Chung-Chin Kao, a Chinese engineer. An experienced 
operator can type between forty to forty-five Chinese words 
@ minute on this new machine. It can be used as an office 
typewriting machine or as telecommunications equipment. 
Since the number system is already universal in China, this 
typewriter may be automatically linked up with all existing 
equipment in these related fields. 


NEW THINGS 
in the NEWS 


ABOVE: 


NEW TO THE BUSINESS WORLD. During the war years, the Gray 
Mfg. Co., 16 Arbor St., Hartford 6, Conn., made recorders for the Army 
po Navy. Here is the Gray Audograph, a recorder for the postwar 
business world. This machine, weighing only twelve pounds, records on 
plastic Flexograph discs. One hundred of them take up only one inch of 
space. Because they are thin and unbreakable, the discs may be filed 
away in regular files, or mailed with a sheet of cardboard like a letter. 
The largest record records a full sixty minutes. Among the other distinctive 
features of this machine are the hand microphone, which is featherlight 
and acoustically engineered; the lightweight plastic headset, which weighs 
less than three ounces; and the knob recorder by which the person record- 
ing controls with his fingers the back spacing and the stop control. There is 
a signal light which indicates the machine is in operation. The Audograph 
may be used without the headset in transcribing. A carrying case is 
available. For further information write the company. 


. "Cees a eye ae Mae 3 mis Roe iit 2 ta3 + to att 
$ a7, eta ” ol Fag ae a . ; oe Se eee 


ch ieee aes. its f : a eee! os ee rh a ee rye, oe ats. si 2 
— ao E * ; gy a é F owegeese : _ ae 
fee 
cas " aia ot 
cosh abst Nala 
Ex" i ar ™ bi 
‘ Cau ” * a. | ‘ ST: ac ti * a. - at 
3 ee - ‘ “-@ ss Pa ae . . 2 a B. “Sei; 
; . —— : r ; ee eae Be wa m J 
ae ' ne pee ‘ , ’ ae ' > et OS Bm, 
oe byte a | Agi 4 — ae — 
a Re 7 i | { = vz an a ae 
oo a ae (ao Pr sei 7 ey 
Ee . : t a} oe =) ok i, : Re ae 
- alt om lol : ee aa 
oat ae 5 ' aE Ball a a j : 2a te Sh = < : 
= 0 oe | - 3 | § a & . 4 ! ae c 2 ; " a ; a 
| eng 3 i f i Me a = 2 e ~ : 5 — ar ye 23 ce a 
te oe Lge | 3h ° : | iy . i q 2 « a << gla od 
7 roa os ute /, oer "le ° arene e 
im oie ue | ne i] — > ae eo 4 
ieee Ra es _ : aa ; \ ean oa —_— oe oehi 
- ee se : Tie rt af ONS Pp: 3) i - = Tha ’ = 
it as ri i} 4 <g : ® , | a ae ES - — % 
a ae ce ; : ies :% } ] 3 —_ ee tie sited \ 
Pale, } ¢ i tt ihe F: tba” om ~ } / a cae f - ie 2 ‘ 
cn | rey \\\} ee 4 ome ‘ VW a , won a ab at 
Daas 2 b r : “ , * aa ‘ . a A . : 
.—lcElAr 4 di er Sy 
wes at aii 4B a ; Z _ a ‘ att ate 
cts +* + 
ae =e Saas PP ake 5 Se “Sa en a 4 % ~ L) v7 
g RR Sean | Fi 
fe 25 WY ey Soe eee se AY iy 
ae 5 li ee we : at 
F a “1 od aa a ae »s 
— oc te ae | — © — 
s a oo ie 7 3 i a ae a éd j " " 
* ie. 2 rs > F (ae = 
ee ore fe: ¥ 4 (= ieee: 
ca ise F ‘ Be pe is a 7 al aC . 
ie a, ge Laat a tA ll wie we hee 
. — | i Ge > 2 es 
ee ie oe ae por - iS é 7 : coe : 
eon Ls ig Bee <a 
eee # pe ee eg 
seers pS ae . oS he! iy 
ee a ~ ¥ ; ef o~s —- ee Da fig F 
ed ae Fn x es ee 
i a oo ~~. B.. \ —~ D 
crc p> :\)* & bm, ~ a 
Can ad u . 
ee 
7, f a a 
a ek re 
Se 
if 
net 
ee . : 
=a — ‘ 
2a 4 
a 
oe 
oe ; SE es a, Og i 
ae 4 — | : ' 
te ae a bi ¥ % ‘ - “ 
io cg Le ind . : & : ee a : 
oe “J i \ ee t . =a, ) Cs 
mi baa 2 ‘oat May a gt * rook % 
i ae 7 . See eo tee ae at 
:  . ~~. 0 ie i 
sae (i ie ) ‘ Pm S : zi 4 
i a ; oe Ag ined ya : 
ie a é gl San a ee a ; 
a —— 2. is ee r a 
ee i. . a OF A Sa 
CP eh ie on <2 a “ : 
eo | ca oae we er . a = ee a : 
meu | ee ee ¥ a ‘ #: a 
Pee ee “ae a Bip ie . 3 | : 
a t 3a See tS : 
ie oe 7 ae ae, fe, i ie, 54 + a i 
2a ale = a : BM tarts es % 
: eee . . ‘ Heat =; ase - ‘ a “ 
ee z ~ pies x i 
a ee é , ‘ : “Se 
a eee 
oe 
eae August, 1946 OFFICE MANAGEMENT AND EQUIPMENT ‘37 
a = 
2 ono me ra ee fea): ie > ee a : ee ae F ‘ee 


LEFT: 

FOR YEAR-ROUND AIR CIRCULATION. The Strato- 
Limitator shown here, is easy to install and scientifically 
designed. The louvers efficiently diffuse air evenly over 
large areas without creating a draft. The poeration of the 
36-inch diameter fan is controlled by a thermostat. When 
the temperature at ceiling ieyel rises above normal, the fan 
turns itself on. The speed may also be controlled by a 
simple manual control. This air circulator is useful both in 
warm and. cold weather. In the summertime, lower temper- 
atures are effected because the natural air diffused through 
the louvers circulates to all parts of the room. In winter it 
sucks in the wasted heated air that normally rises to the 
ceiling, and diffuses it evenly to all parts of the room, giving 
a aieus temperature throughout. For additional informa- 
tion write the Wilster, Inc., 5700 Detroit Ave., Cleve- 
land, Ohio. 


RIGHT: 


BOTH HANDS FREE: The Reyam Plastic Products Co., 1525 East 53rd 
St., Chicago 15, has placed on the market a new product made of 
Ruberlyke plastic, which they call the Foneholder. With this new product, 
a cradle type telephone may be placed on the shoulder, thus leaving 
the telephone user's hands free. The instrument is lightweight, will not 
slip, and is easily attached or detached. The plastic used will not soil 
clothing. The Foneholder fits all cradle type phones, as well as non-cradle 
or Now available in black. Soon it will be produced in pastel 
shades. 


BELOW: 


A NEW SOUND SLIDE FILM which gives the complete 
story on the Fresh'nd Aire Circulator has just been released 
by the Fresh'nd-Aire Co., 221 North La Salle St., Chicago. 
The film traces the history of air conditioning, presents the 
story of the Fresh'nd-Airs Circulator, shows the difference 
between over-all air circulation and mere air pushing, and 

ictures the manufacturing facilities of the company. Shown 
re is the booklet which reproduces the story of the film. 


ABOVE: 


BLOW IT CLEAN with Grafize, a new air-floated dry powder 
lubricant, which is recommended for typewriters and other equip- 
ment that requires lubrication. The new product, finer than the 
finest of face powders, is applied by a bellows-type package in 
which it is packed and sealed. Its makers claim it penetrates and 
lubricates every surface. It is a light grey color and will not soil 
hands or clothing. It withstands extremely high temperatures and 
will not freeze at 40° F. below zero. From the Schmidgall Mfg. 
Co., 370 Cass St., Peoria 2, Ill. 
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FORM SUPPLY RACK FOR DUPLICATING MACHINES 


DETAILS OF RACK SHELF 

SHOWING ADJUSTABLE SLANTING 

BACK STOP WHICH PERMITS 

FAWN-FOLO FEED FOR FORMS 

8B OR 8/2 INCHES WIDE BY 

S TO 14 INCHES LONG. 

FINGER HOLE 


oil 


FRONT 


SLOT 
WING NUT 


BACK STOP = { 


SHELF ——e 
WASHER—— 


SCREW 


This rack speeds work at Conmar Products Corporation. 


Duplicating Department Built 
On Army Basic Training Lines 


By Grace Buckley 


% A DUPLICATING DEPARTMENT organized 
along the lines of basic Army training is proving 
helpful to Conmar Products Corporation, New- 
ark, N. J., in preparing small groups of new office 
employees, lacking definite skills, for specialized 
functions throughout the plant. 

The department is especially valuable, accord- 
ing to Harry C. Brawley, office manager, as a 
means of facilitating promotion and insuring the 
filling of almost all vacancies in office personnel 
from within the organization. For as new em- 
ployees in this small group of seven or eight 
qualify, they are promoted to replace members 
of the office personnel who have left company 
employ or who have been in a general upward 
move. 

Typically suited for duplicating department 
training are the high school commercial course 
graduates that this firm prefers, who possess some 
typing or other skill but are not fully prepared 
for a definite field of activity. 
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OFFICE MANAGEMENT AND EQUIPMENT 


With varied equipment and diversified activ- 
ities, the duplicating department, adjoining the 
general office area, permits study of employees’ 
aptitudes and encourages the development of their 
preferences, followed closely in determining place- 
ment in the plant. 

The girls are made familiar with plant back- 
ground through assignments such as messenger 
service, pick-up and delivery of plant mail, dupli- 
cating the forms and notices, stencilling of time 
cards, and similar duties. 

Girls making good become typists, master typ- 
ists, Comptometer operators, IBM key punch op- 
erators, or clerks in such departments as billing, 
cost accounting, inventory, time-keeping, produc- 
tion, shipping, or tool room. 

Special Comptometer instruction classes main- 
tained for users of such equipment is made avail- 
able to clerks in the duplicating department who 
wish it, or they may attend IBM key punching 
classes upon request. 
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Location of this section in a semi-enclosure 
with glass partitions, at one side of the extensive 
general office on the fourth floor, is a marked ad- 
vantage, for it permits girls employed here to 
assist in the general office during rush periods, 
or provides extra activity during slack periods 
for some employees in the general office. 

Equipment in the duplicating department, 
planned for efficient, time-saving performance, 
includes four Standard spirit type duplicating 
machines for sales, shipping, and manufacturing 
orders and a large size electric-driven Standard 
duplicating machine. This machine, taking any 
size sheet up to 14 by 17 inches, can be set up for 
automatic production when several hundred copies 
are needed, and is consequently especially useful 
for various kinds of company work. Further 
opportunities for cultivating skills are afforded 
by an A.B. Dick Mimeograph machine, a Multilith 
duplicator for offset jobs, letters, and special 
forms; an Addressograph for time cards, cus- 
tomers’ stencils, and other items; a Graphotype 
for preparing stencils, a Ticketograph machine 
for preparing production bonus computation 
forms, and a Pitney Bowes Mailing Machine for 
outgoing plant mail. Some of these machine are 
in constant use daily, while others may be used 
only a few times each week. 


Starting new employees 


New employees start on simple duplicating 
work, such as the preparation of inter-factory 
forms, then advance to the duplicating of sales 
and manufacturing orders. 


Their knowledge of plant activities also grows 
with mail and messenger service. Experienced 
clerks accompany new girls on their first few 
rounds, as they collect and deliver mail at the 
inter-departmental mail stations located in each 
section of the four floors and basement of the 
plant. These trips naturally arouse their interest 
in the different departments of the plant, with its 
force of 120 to 130 office employees, and stimulate 
ambition. 

Efficient organization of methods within the 
duplicating department trains new employees in 
time-saving procedure and at the same time gives 
them a knowledge of plant products and processes 
that highlights the significance of their own jobs. 

Just within the department a series of carefully 
designed metal racks are positioned against the 
rear wall, each placed at the left of a duplicating 
machine for easy feeding of forms. 

The first compartment racks all tool room orders 
with forms for different purposes in various colors 
for easy recognition and feeding. 

A specially designed rack for sales order forms 
proves extremely helpful for rapid feeding. At 
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the back of each rack shelf, a slanting back stop, 
adjusted by a wing nut in a slot, regulates the 
length of the compartment which takes sheets 
sized up to 814 by 14. The slanting design of the 
back stop permits a fan-fold arrangement of the 
forms stored within so that single sheets may 
be more easily picked up. A small are cut out of 
each shelf front also facilities easy handling. 


Color code 

Procedure is further simplified by a color code 
differentiating manufacturing order forms. The 
color of the paper designates the metal finish of 
the zipper the Conmar company makes and the 
color of the ink in which the form is printed 
indicates the zipper size. Colors signifying fin- 
ishes are related to their appearance for ease of 
association, for example, goldenrod paper desig- 
nates gold finish, white for steel, and so on. 

This color code system, introduced in 1939, 
when Conmar manufactured only four metal fin- 
ishes and two sizes of zippers, speeds preparation 
of forms which are used as box labels, and makes 
the boxed merchandise easily differentiated in the 
factory or stock room at a distance of as much as 
20 feet. Today this code system embraces six 
metal finishes and six different sizes, which re- 
sults in thirty-six possible variations. 

A few days after a girl begins to work with 
the forms, tests are made of her progress with the 
color code. If she is not entirely clear on all the 
points covered, complete explanations are again 
given and a recheck made a few days later. 


Manufacturing orders, prepared by duplicating 
clerks for factory use, are printed on special size 
envelopes. These envelopes serve several pur- 
poses, for, in addition to presenting the required 
manufacturing specifications and providing space 
for recording pertinent processing data, the en- 
velope is used as a container for various produc- 
tion forms, such as box labels, repaired work, and 
inspection and production control tickets. The 
purpose of each of these forms is explained to the 
duplicating clerk as part of her training program 
and this information may be used to good advan- 
tage if the girl advances to a clerical position in 
one of the factory production offices. 

Ticketograph forms prepared by duplicating 
clerks are attached to each manufacturing order 
issued. These forms contain a series of printed 
tickets for each production operation, on which is 
imprinted the order identification, quantities, and 
other data. Production employees, upon the com- 
pletion of their assigned operation, remove the 
ticket covering that operation from the form. 
Each ticket consists of two sections with identical 
information and the operator tears the ticket on 


(Turn to page 68) 
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By Ewing Galloway 


Curtain Up September 30th 
On National Business Show 


By Andrew Duane 


% SOMETHING NEW on the office management 
horizon this year—a revived National Business 
Show sharing an Office Week with an interesting 
program of addresses and forum discussions pre- 
pared by the New York chapters of the National 
Office Management Association and the National 
Association of Cost Accountants. 

Office Week, combining the Show and the 
NOMA and NACA program, will be held in the 
Grand Central Palace, New York, September 30th 
to October 5th. 

This National Business Show is the thirty- 
eighth in the series of such Shows, and the first to 
be held in the five years since war requirements 
led to curtailment of production in the office equip- 
ment and commercial stationery manufacturing 
business. It is under the management of Frank E. 
Tupper, founder of the Show, and his sons, Edwin 
O. Tupper and William A. Tupper. 

Main purpose of this event is to aid the office 
executive not only in familiarizing himself with 
what is new in the equipment and supplies mar- 
ket but with new ideas in the utilization of such 
supplies and equipment. 
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The war greatly handicapped the average office 
in its access not only to needed physical equipment 
but to the short cuts and efficiency-increasing 
methods worked out in the day-by-day handling of 
the heavy flow of paper work associated with war 
material production and the direction of the war 
itself. Carrying on under difficulties, manage- 
ment looked forward to a time when it could again 
go into the market and get what it wanted to 
replace equipment approaching or reaching the 
point of obsolescence. The National Business 
Show aims to reflect the progress the manufactur- 
ers are making in turning out the new and improv- 
ing the old, and the other features of Office Week 
will emphasize the more important advances in 
office procedure. 

“One week to make up for the five years be- 
hind, one week to get set for the year ahead” 
is the significant slogan adopted for Office Week. 
Although the program has not yet been rounded 
into final shape, promise is held out of meetings 
sparked by speakers of national importance, sup- 
plementing a Show offering a convenient survey 
of the latest tools of office work. 
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The American Management Association has 
scheduled its Office Management Conference for 
September 19th and 20th at the Hotel New Yorker 
in New York. Between 800 and 1,000 persons are 
expected to attend, according to Alvin E. Dodd, 
AMA President. 


As a result of a recently completed survey con- 
ducted by the AMA in an effort to discover the 
salient problems confronting management today, 
the conference will explore the questions involved 
in job evaluation and salary standardization, as 
well as equable methods of incentive compensation 
in recognition of both average and higher-than- 
average performance in the office. 

Another problem scheduled for discussion will 
be the methods by which control systems can be 
instituted in the interests of high efficiency and 
maximum utilization of existing resources. In the 
session devoted to this phase of office manage- 
ment, papers will be read on office production con- 
trols as a basis for production measurement, work 
simplification to overcome personnel, space and 
budget limitations, and the reduction of paper 
work and printed forms through work analysis. 


Employee Training 


Effective methods of employee training so that 
the individual office worker will be brought to the 
highest efficiency level in the least possible time 
will be discussed in another session. Techniques 
of indoctrination of employees into company poli- 
cies and objectives will also be discussed. New 
techniques of office training including visual aids 
such as pictures and films will be given attention 
and representative visual techniques will be 
demonstrated. 


Improving office appearance and the proper 
utilization of space is considered to be another 
pressing problem which the conference hopes to 
solve. Besides this, noise resulting from office 
activity, music for certain types of operation, and 
color in the office as they affect the psychological 
well-being of the individual, will be given con- 
sideration. ; 

Anticipating the possibility of increased union 
activity in the office, the conference will assign 
another session to the discussion of the major 
points of harmony and friction between manage- 
ment and labor so that a high degree of orienta- 
tion may be achieved for future planning. The 
office manager’s approach to his job and the tech- 

iques of liaison between the office manager and 
other department heads will be the subject of 
speeches and discussions at other special sessions. 


The conference will also examine the faults 
which in late years have tended to impair the 


OFFICE MANAGEMENT CONFERENCE 
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attractiveness of office jobs as compared with 
those of the factory with a view toward correcting 
these differences. 

Panel and round-table discussions and partici- 
pation from the floor of the meeting will be 
included in almost every session. Chairmen and 
speakers of various sessions have not yet been 
finally announced but will include: 

J. F. Wiltse, general office manager, Johns-Man- 
ville Corp., New York; J. George Frederick, presi- 
dent, Business Bourse, New York; R. C. McKen- 
zie, Atlantic Refining Company, Philadelphia; 
Kenneth H. Ripnen, Kenneth H. Ripnen Co., Inc., 
New York; B. B. Klopfer, office manager, Stand- 
ard Register Co., Dayton, Ohio; L. B. Michael, 
Western Electric Co., New York; Miss Dorothy 
Proesch, director of training, Aldens, Inc., Chi- 
cago; Miss Ramona Beall, director of educational 
division, Dictaphone Corp., New York. 


Program Planning Council 


Members of the Program Planning Council are: 
Carl G. Baumes, general office manager, R. Wal- 
lace & Sons Mfg. Co., Wallingford, Conn.; Dr. 
Marion A. Bills, assistant secretary, Aetna Life 
Insurance Co., Hartford; E. H. Connaroe, asso- 
ciate manager, Policyholders Service Bureau, 
Metropolitan Life Insurance Co., New York; E. J. 
Erickson, general office manager, Colgate-Palm- 
olive-Peet Co., Jersey City; Allen Everett, McKin- 
sey and Company, New York; Norman C. Firth, 
managing editor, Dun’s Review, New York; 
Edward N. Hay, personnel officer, the Pennsy]- 
vania Co., Philadelphia; I. A. Herrmann, office 
manager, Servel, Inc., Evansville, Indiana; Cole- 
man Maze, professor of management, New York 
University, New York; Henry E. Niles, vice-presi- 
dent, the Baltimore Life Insurance Co., Balti- 
more; A. B. Parnall, treasurer, Osborn Manufac- 
turing Co., Cleveland; W. E. Tarr, general office 
manager, the Studebaker Corp., South Bend, 
Indiana; Roy Walls, general office manager, 
Bridgeport Brass Co., Bridgeport, Conn. 


A Statement of Policies 


Fry, Lawson & Co., consulting management engineers, 
incorporated on June lst under the name of George Fry & 
Associates, Inc. 

To tell the business world about the change and the nature 
and scope of its services, and its policies, the corporation 
prepared an attractive booklet, entitled “The Modern Way 
to Solve Business Problems.” Copies of the booklet are 
available from the company at 123 South La Salle St., Chi- 
cago, and 285 Madison Ave., New York. 

Other brochures available on request include: “What 
Are You Doing About Wage Incentives?” “Wringing Waste 
and Greater Returns from Your Sales Effort,” “Cost Reduc- 
tion in Food Processing,” “Annual Management Clinic,” 
“What Are You Doing About Wages and Salaries?” 
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“Air-Way" — Exclusive Sheaffer 
Spatter-Proof Pour-Out is de- 


No Gurgle . . . No Mess! 


a 


to insure smooth, even 
f Skrip as bottle is tipped. 


ye 


THE WRITING FLUID WITH THE CLE AN RECORD 
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Unmatched for lasting legibility—Permanent 
SKRIP has repeatedly saved irreplaceable 
records from destruction by scalding water— 
floods—the ravages of sunlight, adverse 
weather conditions ... And SKRIP'S exclusive 
Flow-Control Pour-Out eliminates all hazard 
of splashing, dripping, spattering. Investigate 
the advantages only Permanent SKRIP with the 
Flow-Control Pour-Out offers. You'll quickly 
see why it's the writing fluid with the CLEAN 
record—the business writing fluid of universal 
choice! 


PERMANENT 
+ 


W. A. SHEAFFER PEN CO. 
FORT MADISON, IOWA 


SHEAFFER'S 


OFFICE MANAGEMENT AND EQUIPMENT 45 


suse eS ee a a 2 eae ne ; 
— ; aE La -* a. eS oe ee a 
th a Ee | 
ng ‘« iia E 3 rd 2 
" | a 
signed - 
-” tow lal | 
ind ee 2 a 
en ped: q . 
, j e ; 3 4 
4, ° 
an- i. a 
si gece er : 
en- SS ie 
fi Bee ae. same ham ae 
ia: SS — i bes mee: se 
ne., ‘ ~. ig... |; as ts ix | 
“x4 ee, ae al —_ ee  & 
hi- FR Pe bi . — ; : = Be af . ra . ; 
: . De amma | 
4 
4 ‘a S ‘ | 
a nthy HEAFFE ity | 
1 ao 
Tal- a? « meat! 
Dr. . 
ife } > 2s 
$SO- E ie E 
7 MANEN vat Bb 
. 4. eo, . T RO ; 
: ites 
Im- oe t so 
n- Ne : Lea * igs Ame. eS 3 i: = q F 
rth So ees) cs ; 7 
’ ess oar So Scam wie rs : les Pie i 
rk; CR cee a ee eT Ty ete mao . an 
syl- 
Tice 
ole- 
ork 
esi- 
lti- 
fac- 
fice 
ond, 
yer, 
pers, 
ry & 
ture 
ation 
Way 
are 
7 Pe 
Nhat 
Jaste 
duc- 
nic,” 
1946 fF ee 


THE HOME OF QUALITY PARK ENVELOPES 
* 


FACTS ano FANCIES 


By McGillicudy 


I was getting ready to go on my vacation (with 
pay, | hoped) so | reported to the front office. 
“Well,” | said, “I have everything lined up and 
under control so things should go along pretty 
smoothly while I’m gone.” 


“That's more than they do while you’re 
here,” was the reply. “It will be dif- 
ficult around here without your charm- 
ing personality—but we'll do our best.” 


1 ignored the sarcasm. “Naturally,” | said, 
“Quality Park always does its best—and Quality 
Park is always on the job, even during vacation 
season, to provide top service and satisfaction. 
There’s never a vacation from the quality that 
has made Quality Park famous or from the 
effort to see that Quality Park envelopes are 
distributed fairly to dealers, even during 
periods of restricted production. And now, I’m 
on my way. Goodbye.” | left. 


* * * * * 


1 sat up in the north woods a week 

5 worrying about dealers who weren’‘t 
getting all the Quality Park envelopes 
they wanted (and doing a little fishing 
on the side). Things happened while 1 
was away. The Atomic Bomb was tested 
on Bikini. The OPA gasped and died the 
same night. So I cut my trip short and 
dashed for home—I knew | was needed 
at Quality Park. 


Grip in hand and slightly out of breath | went 
directly to the front office. He looked at me— 
noticing my grip. “Well, Mac,” he said, “are 
you planning on taking a trip?” 


Duatiry Ra 


CZ 


* General Office and Factory, Quality Park, St. Paul 4, Minnesota 
* Chicago Office and Warehouse, 564 W. Monroe St., Chicage 6, Ill. 
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Bull of the Woods 


(From page 36) 


tion. Only in this way can you get the power and 
the drive of the team. Any coach will tell you 
that a team of mediocre material is consistently 
more effective than any group of individual stars. 
The unity of the bull of the woods’ office was 
merely on the surface. 

Again, there was little or no development of 
individual talents by training. One of the great 
complaints in such an office was that there were 
seldom junior officers ready to take over. Of 
course there were plenty of yes-men to encumber 


-the office. With diplomacy these slickers could 


worm their way forward but the garden variety 
of yes-men are usually the non-thinking type of 
employee. They had little on the ball and the ball 
frequently had the figure eight on it. 


The no men 


Quite as evil for the organization too are the 
no-men. The no-men are positive against any- 
thing that is. Whatever is, is wrong. You will 
find them ambitious, biting, bitter, antagonistic, 
jealous, and sardonic. Big sour talkers, little con- 
structive doers, they are silent in the face of 
decision and loud in protest after the decision is 
in effect. Nowhere are they more perennial than 
in the office of our bull of the woods. In all prob- 
ability it was against these disgruntled no-men 
whom the essayist spoke so bitterly as “the im- 
becility of the average man.” In any sound or- 
ganization the no-man is not the average em- 
ployee. 

Much of the production came the hard way and 
there was no real measurement. So far as pro- 
duction is concerned it is not enough to be just 
busy; one must get work accomplished. Then 
when this power complex came to clash in relation- 
ships, particularly public relationships, we began 
to realize that there were costs in the office that 
would not total on any adding machine. 


Importance to organization 


The office employee, clerk or supervisor, is a 
very important person. We cannot get along 
without him and taken all together he is our office 
organization. He keeps our records; he knows 
the many intricate details behind decisions; he 
runs our channels of information, and he repre- 
sents us far, wide, and all the time. I think we 
have come to recognize that when we speak of 
“the inability or unwillingness to concentrate on 
a thing and do it,” the supervisor too must share 
some of the criticism. As for that “imbecility of 
the average man,” there are peoples who have 
held that philosophy—and see what the average 
man has recently done to them. 
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ars. The pre-war installation pictured here is 
was that of a well-known midwestern man- 
cal ufacturer who bought them together— 
cs G/W Steel Files and Safeguard Filing 
reat : ‘ 
ond System. The saving effected has repaid 
Of the original investment many times. 
ber 
yuld 
iety 
> of 
ball 
the 
ny- 
will 
stic, 
con- 
» of 
n is 
han 
rob- 
men 
im- 
_ or- 
em- 
and 
pro- 
just G/W PACKAGED “SAFEGUARD” FILING OUTFITS 
Then Designed for immediate installation in any letter size 
Lion- file of 1, 2, 3, or 4 drawers, the Safeguard Outfit offers a 
egan prompt, effective cure for ‘‘Find-i-tis*”’. 
that Everything needed—guides, folders, 
: instructions—comes in one handy pack- 
age. For larger or special requirements, 
ask your G/W dealer to make asurvey. 
is a 
Jong G/W FAMOUS FEATHER-TOUCH FILING CABINETS 
office Smooth, easy operation, even when filled to capacity ... and 
10WS lasting, dependable service . . . are the result of quality mate- 
; he tials, fine craftsmanship, superb engineering. No wonder 
2pre- G/W’s precision-built Steel Filing Cabinets have always been 
k we first choice of discerning buyers! 
k of 
e on + 
share ch ae  @ = 
wan ODOC ~ WRePrNHICK? | 
have - Service | 9 , a 
rage ee, es i. : a 
| 2) Stinc cauleMment ANO SYSTEM 
. ee 
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li: tua Worries 


*The inability to find what you have filed. 


HERE! 


(TS AMAZING 
HOW EASY FILING 

ANDO FINDING 
CAN BE! 


Get Your - 
FREE Copy 


Globe-Wernicke’s 
"*Find-i-tis*” Booklet— 


You'll laugh and learn the 
easy way 
to file! 


Packed with 
priceless infor- 
mation—yet 
amusingly 
written and 
illustrated. 
Makes filing easy, quick, accurate. 
FREE at your G/W dealer, or write 
The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. ‘““Headquarters 
for Modern Office Engineering.” 


FIND-t-mHS 


Te wePrUs mins 


= 


Stationers’ Supplies . 
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MODEL 


Drop leaf arms 
now equipped 
with pressure 
coil spring 
or safety catch 
materials and workmanship. 


Measurements: Top 16" x 20" 
16" x 38" overall open. 
masonite top. 


Shipped K.D.—easy assembly. 


MODERN BEAUTY gist: 
1418 MONARCH—Durable Construction 


This attractive practical stand is so designed and 
constructed making it the outstanding MODEL 
OF MODELS. Like all Maso tables our line is 
richly and smartly designed to match the good 
taste of modern offices. 


Dimensions: Top 14!/," x 18"—2 drop leaves 
9" x 141/," making an overall of 36". SOLID 
HARD WOOD TOP. Shipped knocked down— 
easy to assemble. 


Write for Catalog of Complete Line 
and Price List 


Be sure to visit our rooms at the 
National Stationers Convention 


Created, Designed and Developed 
by Maso Steel Products 


LARGEST MANUFACTURERS OF TYPEWRITER 
AND UTILITY TABLES IN THE WORLD 


MASO STEEL PRODUCTS 


418 SOUTH CLINTON ST., CHICAGO 7, ILLINOIS 


(Let) [MPROVED 


1620 STREAMLINER 
UTILITY TUBE STEEL STAND 


The most durable, efficient and economical 
stand. Precision built with finest quality 
Height 27"'—Two drop leaves 9" x 16". 

Legs made of |" tube steel—hard tempered 


Braced with plated solid steel rods — 


r Factories: — ENGINEERING DEPT. 
418 So. Clinton St. 3415 W. Cermak Road 3242 So. Pulaski Road 2! E. VAN BUREN ST. 
Tel. Harrison 1752 Chicago Illinois CHICAGO, ILLINOIS 
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pere is that proverbial 
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nt been looking for 


wm Y 


edle-in- - the - haystack” 


out card files, books, 
goiders and portfolios... 


Index with 


MAK-UR-OWN 


TRADE MARK REG. U.S. A. 


CELLULOID 


INDEX TABS 


use. 


of these handy, transpar- 
ent, 6" celluloid beaded 
edge strips that can be cut 
to any desired length. 


A “snip of the strip” gives 
you any color, any size 
tab in a jiffy --- and the 
gummed skirt attaches it 
permanently to any re- 
ference. 7 colors, 3 widths 
for 1, 2 and 3 line index. 


VICTOR) THE VICTOR SAFE & EQUIPMENT CO. 
= 


NORTH TONAWANDA, 
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Your time is far too valuable to waste in fumbiing 
search for an elusive card, folder or page in frequent 


Spot your reference instantly- “get your answer quickly. 
Anything worth filing is worth 
clear MAK-UR-OWN, the tab with all the good points. 


The many “can’t-put-my-finger-on-it-call-you-back- 
later” individuals you come in contact with every day 
are evidence enough that everyone - - - executives and 
clerks, housewives and students ---can make ready use 


, tabs on. Use bright, 


further information about time- 
dauing MAK-UR-OWN éndex tabs. 


INC, 


NEW YORK 


49 
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If there’s anything a man likes in his 
office it's a comfortable chair. He 
finds real comfort in a Sturgis Exec- 
utive Chair, built with the we// known 
Sturgis Posture Feature to assure good 
posture with all-over relaxation. 
Well-padded form fitting back rests 
...amply proportioned, cushioned 
seats ... modern steel construction 
. smart styling ... elegance... - 
can’t tip over ... baked-on enamel 


finish . . . these are the reasons for 
Sturgis Preference. 


STURGIS STEEL POSTURE CHAIRS 
signed and Built by Specialists 


Us 


POSTURE 
CHAARS 


A MAN” 
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Personnel Ideas 
(From page 30) 


At that time she fills out the necessary tax 
forms. Miss Moore answers any questions that 
she may have and touches on the various impor- 
tant features of the company, including its pay- 
ment system. Employees receive checks on the 
15th and at the end of the month, receiving identi- 
fication cards signed by the vice-president for use 
in cashing them. This payment plan encourages 
many employees to start checking accounts and 
systematic saving. 

The company’s voluntary group insurance and 
hospitalization plans are also explained at this 
time. The latter, in which the majority of em- 
ployees are enrolled, was recently revised to in- 
crease benefits and lower premiums. For Class A 
employees (individuals without dependents who 
earn less than $200 monthly) deductions of 50 
cents each pay day are made to cover costs. This 
plan provides a stipulated amount for hospital 
care, operations, and other medical expenses. 

The sick bay and lounge on the sixth floor, 
about which new employees are told, are planned 
for comfort. Sofas and chairs and warm, cheer- 
ful decorative effects make the lounge a popular 
center for relaxation, reading, and smoking. Girls 
may use it during the day as well as at luncheon 
by obtaining permission from department heads. 
Its location provides ample rest and change for 
the many employees doing routine work in the 
sixth floor policy-writing department. 

A full-length mirror helps employees check trim 
appearance in an adjoining dressing room, attrac- 
tively decorated in yellow and black tile. 


The sick bay 


The sick bay opening off the lounge is equipped 
with two cots and a hospital cabinet. The matron 
in attendance sees that girls with minor com- 
plaints, headaches from eye strain, or upset stom- 
ache, are made comfortable, and gives them hot 
tea if they wish. Rest for an hour or two in this 
cheerful, informal sick bay usually restores fitness. 
If illness seems other than minor, the employee 
is sent home or referred to the company’s phy- 
sician. 

An informal, well-decorated lunch room, on the 
seventh floor, open from 11 to 2 o’clock, provides 
free tea and coffee for girls who may wish to 
bring sandwiches from home. A matron serves 
beverages, and the girls bring the cups to the 
tables, washing them before they leave. When 
employees are unable to leave for luncheon before 
2 o’clock, they can make tea here. 


(Turn to page 54) 
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DONT GUESS/ 


DONT GAMBLE! 


The idea of taking the guess work out of your 
typewriting problems is new, but it's mighty sound 
too. Because it costs you nothing to have the 
M & V ANALYST study your individual typing 
work and make definite recommendations that will 


benefit you three ways, you'll get—Il. Better 


Letters—2. Clearer Copies—3. Lower Costs. 
He will analyse each separate job and machine 
and make definite suggestions with sound reasons 
for using the "right" ribbon and the "right" carbon 
paper for each basic need. Why not write for the 
name of your M & V ANALYST. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS « PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 
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copy for— 


HOUSE ORGANS ¢ CHARTS * GRAPHS 
EMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADVERTIS 


ADHERES INSTANTLY 

No paste, wax or glue. Spe- 
cial adhesive back mokes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON PHOTOGRAPHS OR 
DRAWINGS 

The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 

\ ds per- 
mit perfect ond | easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters*for use on 
black or dark backgrounds. 


DIRECTIONAL 
ARROWS—too! 
Small, medium and large 
crrows with white outlines. 


Just place the letters in position on , 
yeur copy—they adhere themselves _ 
—and you have perfect reproduction 


Has hundreds of uses! MAIL 
COUPON a soeee 
Address seeseeesedenesecccessessosoesepeuasonceasonasssesessssesssessoosecee 


ARTHUR 


67 West 44th Street - 


@ Snap up your reproduction copy for offset and oa. 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque biack or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo: on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


- igeeesipiegienietese0cbe aa agmeane aenaedeeetiaias 


ARTHUR ee Ss & ne... 
67 West 44th 
New York 18, rt uy 


Send me descriptive folder on Presto-type. 


OM&E 8-46 


City & State ... 


BROWN “& BRO. 


New York 18, N, Y.2 
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The concealed 
safe unit is 
an Invincible 


EXCLUSIVE! 


THERE'S a new “lift” to file sales and profits. Value- 
wise office appliance dealers won't have to be 
told of the greater potential market for an “exclu- 
sive” feature file like Invincible’s. The picture tells 
the story. The concealed safe unit is a great mar- 
ket opener. It is outstanding for executive office 
and for home use. File Headquarters reports it as 
“something different’—with a proved profit flare. 
INVINCIBLE METAL FURNITURE COMPANY 


MANITOWOC, WISCONSIN 
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Perfection in 
penci ls. Per fect ion 
in your hand 
Oe heey! 
A fluent writer with 
leads that mean 
easy quick action. 
Clean legible writ ng 
For inevitalole errors = 
look to Ticonderoga’s 
swperior ruboer 
eraser. \ts locked-in: 
plastic, ready and 
there when you 
need it! Find the 
green lastic ferrule 
with the double 
yellow bands~ and 
buy Viconde roga l 


DIXON 


2) 


LOGAN 


he 


Sve neon 


pont 


DIXON TIGONDER 


N 
» 


~ MADE} 
per ES 


SEE EE 


Fathi de > vere URI AI Se ° sg MRE ERE 
+ ee 


TICONDEROGA 


The famous pencil with 
the locked-in-plastic tip 
Joseph Dixon Crucible Co., Dept. 54-38, Jersey City 3, N. J. 
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Personnel Ideas 
(From page 50) 


An employee publication, Spirit of ’76, intro- 
duced in January, is making the 350 employees 
in the New York offices better acquainted with 
one another and with the activities of the various 
departments. 

Attention was focused on the first issue of the 
magazine by featuring a contest with a $5 prize 
for the best name suggested for the magazine. 
The three vice-presidents who judged unidentified 
entries picked as the winner Spirit of ’76, aptly 
associated with the company’s name and its ad- 
dress, 76 William St. 


Several reporters are selected by each depart- 


/ ment head. Employment anniversaries of indi- 


viduals who have been with the firm five years or 
more are featured and personal items are em- 
phasized. 


To Head Purchasing Agents 

Harry M. Begg, purchasing agent of the McBee Com- 
pany, Athens, Ohio, has been elected president of the Tri- 
State Purchasing Agents’ Association. He was chosen at a 
recent meeting of the Association in Gallipolis, Ohio. 

The Tri-State Purchasing Agents’ Association is affiliated 
with the National Association of Purchasing Agents. Mem- 
bers of the association are purchasing agents from Athens, 
Ironton and Marietta, Ohio; Ashland, Kentucky, and Charles- 
ton, Kenova, Parkersburg and Point Pleasant, W. Va. 


For Cost Reduction 

Designers for Industry, Inc., Cleveland, has announced 
the development of a “Visual Consultation Chart For Cost 
Reduction.” This quick reference chart, printed in two 
colors, helps industry to pick out cost items which need 
study and suggests remedies for thirty-seven problems which 


| contribute to today’s high costs. 


The chart, prepared in conjunction with the Bayless-Kerr 
Co., Cleveland 15, Ohio, covers direct labor, manufacturing, 
overhead, administration, selling and distribution, and ma- 
terials. 

The Bayles-Kerr Co. will send a copy of this chart to 


| anyone interested. 


Business Show Announced 

The Atlanta Chapter, of the National Office Manage- 
ment Association, will hold an N.O.M.A. Business Show in 
the Municipal Auditorium, Atlanta, Ga., from September 
30th through October 3rd. 

Leading manufacturers, suppliers, and servicing offices in 
the field of office management, will exhibit the newest in 
office machines, methods, equipment, supplies, devices, and 
services. 

The Atlanta Chapter is sponsoring this show to benefit 
the office workers, office managers, business executives, com- 
mercial students, and N.O.M.A. members in the Southeastern 
Regional Division which includes the states of Alabama, 
Florida, Georgia, North Carolina, and Tennessee. 

The Municipal Auditorium is one of the largest exhibit 
places in the Southeast. It is located in the geographical 
heart of Atlanta and is within easy walking distance of 
the city’s principal hotels and restaurants. 

For further information write Harry W. Buice, c/o Ivan 
Allen-Marshall Co., P. O. Box 1712, Atlanta 1, Ga. 
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Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smootn drawer action, free from 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency 
for America’s Office 


Browne-Morse 


Browne-Morse 
FILE FACTS 


Get the quick facts on 
Browne-Morse Steel Files — 
write for Bulletin 5000. Lists features 
and specifications plus a complete table 


snd ae 


of sizes. 
MUSKEGON MICHIGAN 
é FOR OVER 37 YEARS. MANUFACTURERS OF HIGH QUALITY FILES, DESKS, 
‘- CHAIRS, FILING SUPPLIES. SAFES, SPECIAL COUNTERS. GASES AND OFFICE FORMS - 
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just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 
y office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 


has a complete line of tags, labels, seals, mending The famous paten- 


ted “Carbon Grip- 


tape and many other paper specialties designed to sme. © per” in every box 

help you save time and avoid mistakes in office v of Code Super. 
; : - Treated, Super Kote 

procedure. Dennison Goods are on sale at leading rt MM : and Keen Rite. 


stationery counters everywhere. 


Essential Stationery Supplies for HOME, SCHOOL, and OFFICE 
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PATS. APPLIED FOR 


Standard letter and legal size models. Attrac- 


The GREATEST FILING ADVANCEMENT 
SINCE HORSE-AND-BUGGY DAYS! 


a 


i 2 X77 
7 bf no /f “> 


Only Rock-a-File with its revolutionary development of 
side-filing, the first basic filing improvement in 53 years, 
provides the exclusive advantages of modern filing. Only 
Rock-a-File has “‘rocking’”’ compartments, opening side- 
ways, that provide the same filing capacity in up to 40% 
less space than conventional files. Only with Rock-a-File 
is it possible for two or more persons to file at the same 
time. Only Rock-a-File is topple-proof ...the contents 
always safely within the cabinet frame work . . . all com- 
partments can remain open and fully accessible. 


Yes, Rock-a-File’s modern principle makes filing easier, 
faster, more efficient —and less tiring, too. All the con- 
tents available all the time without effort. Compart- 
ments rock open and shut effortlessly—a touch of the 
fingers does it! 


tively finished in lustrous gray to harmonize with Write for free 

any office color scheme. Compartments have circular contain ROCKWELL-BARNES COMPANY 

wide, ample satin-finish aluminum handles with ing completo 35 East Wacker Drive Chicago 1, Ill. 
REG. U.S. PAT.OFF. Snap-on transparent label holders, information 


They te 
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7... IF THEY ARE... 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL —~ 
RUBBER added. 


PENCER RUBBER PRODUCTS COMPANY 
<AMlaryfacliirers 


Luallty Rebbe Bands 


MANCHESTER, CONN. 
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The Coffee Hour 


(From page 32) 


a living; it should be done in an orderly way, 
not with this piggly-wiggly of confusion and in- 
difference.” 

One of the executives of a large publishing 
house is bitter about the practice; he said that 
“it burned him up” just to think about it. He 
feels that people have no right to come to work 
hungry. At one time, he said, it meant that work 
in some departments would come to a standstill 
while the whole force disappeared. Then he put 
his foot down; but the situation has revived, and 
for the time being the company is closing its 
eyes to it. 4 

This man says that he carries on a personal war 
against the abuse by instructing individuals, 
whenever he discovers them in the act of leaving 
the office, thereafter to ask permission of their 
supervisor to leave the office for coffee; he main- 
tains that employees are less inclined to indulge 
in eating and drinking during office hours when 
they have to ask permission and disclose a reason. 

Asked if hunger was always the reason for 
running downstairs, he said that frequently the 
object-in leaving work and going into eating places 
was just to gossip. 


Another large publishing company once issued 
strict orders against leaving the job for mid- 
morning or mid-afternoon snacks, but the very 
next morning a survey of a popular drug store 
nearby showed that the memo carrying the prohi- 
bition, circulated to the entire staff, was a waste 
of time and money. Incidentally, this organiza- 
tion is in many ways tolerant of employee whims, 
but evidently the help doesn’t see fit to recipro- 
cate to any great extent. 


Supervisors themselves 


In another big office, supervisory grades of em- 
ployees are going to be brought together so that 
the “riot act” can be read to them. 

“Employees can hardly be expected to toe the. 
line in this regard, if every now and then they 
see their bosses stroll out accompanied by the 
head of another section,” said the executive inter- 
viewed. 

Following this, the company intends to work 
out a regular system of rest periods which it be- 
lieves will serve the legitimate needs of its em- 
ployees. 

While adherence to rules by the supervisors 
isn’t considered the complete solution to the prob- 
lem, it is felt that it will put management on 
firmer ground when other corrective measures 
are attempted. 

(Turn to page 62) 


IT PAYS TO PAY WITH PAYCOMPTROLLER » 


One Writing Creates: 


Combine accuracy and speed—save 60% of payroll writing 
time by creating all essential records in one writing. 


Five minutes only are required to learn operation of this system, 
adaptable to all types of payrolls. 


Requires no pre-listing of names. Only one writing necessary 
whether cash or check payroll is used. 


92 Liberty St., 


1. 
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All essential payroll records: 

A. Payroll journal sheet. 

B. Individual earnings card. 

C. Employee's earnings statement. 
D. Cash receipt—envelope or check. 


Individual employee's earnings to date. 


Employee's withholding tax to date. (Both the above 
eliminate end of quarter additions). 


Social Security, Unemployment, and Withholding tax 
records—ready the moment the last day of the quar-. 
ter is completed. 


Visibility of writing line assures uniform impression. Unique 
arrangement gives perfect alignment without any tearing of 
forms. ’ 
Other applications for the Paycomptroller are positive control 
for perpetual inventory figures, accounts receivable, single post- 
ing.entries, and for various complex applications with special 
forms. 


CERTAIN TERRITORIES STILL AVAILABLE TO OFFICE SPECIALTY SALES ORGANIZATIONS. 
Dept. M 


New York 6, 0. Y. — 
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Your . e 


R. A. STEWART & COMPANY, Inc. 


80 DUANE ST. NEW YORK 7, N. ¥- 


“STAR” line of daters and numberers 
is a very inexpensive yet Serviceable 
line. Popular priced—every user 
who buys Star line daters and num- 
bers is assured of quality Merchan- 
dise. The consistent demand year 
after year for these Star numberers 
and daters makes them the fastest 
selling popular priced line in America 
to-day. 


Be Smart... the “STAR” predicts a 
brilliant future for you. 


Write to-day for new 
price sheet. 


of MARKING DEVICES 


FOR EVERY BUSINESS NEED 
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YOUR LUCK 18 
IN YOUR HAND 
2h WHEN YOU USE 
Si) TICONDEROGA! 
B Work is faster. better 
under lico nderoaa 5 
sleek reliable leads, 
You'll cheer the 
\ocked-in- plastic 
Tip too! This modern 
reer plast ic ferrule 
with double yellow 
bands holds the 
super ior rubber eraser 
firm readu. Look for 
Ticonderoga! Buy 
Vico nderoga! 


The famous pencil with 
the locked-in-plastic tip 


i DIXON 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 54-38, Jersey City 3, N. J. 


ANOTHER WABASH 


| SF OPRINTED 
NAME GUIDES AND 


Chronological 


NAME FOLDERS 


A cuibé and set of Chronological Name Folders 
to index each busy account and break down bulky 
accumulations of records into small, workable groups 
- . - PLUS A UNIQUE NEW SERVICE! Names will be 
printed economically on Folders and Guides for your 
complete list. Get the facts on this new time- and 
money-saving idea. Ask your Wabash Dealer about 
it today! 


4 itis 
r M  ! s 
< i 


fost Wier St. WARRSH, In ciate 
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& “nf SPRINGS 
FROM THE INSIDE’ 


SO PUT DURABILITY FILING SUPPLIES ON THE 
“INSIDE” FOR UTMOST FILING EFFICIENCY! 


Patent No. 
2248355 and D 128118 


VERTICAL 
FILE GUIDES 


August, 1946 


Ringing the cash register has al- 
ways been a popular refrain for 
merchants. The functions of the 
modern cash register are many 
and varied . . . the intricacies of 
its inside mechanism are a never 
ending source of mystery. We ac- 
cept the amazing performance of 
the register casually . . . we only 
know that its efficiency stems 
from within. By the same token, 
the file cabinet has an "inside" 
story to tell. It depends upon the 
right filing supplies to provide the 
unit with the maximum usefulness. 
That's why we say, “when you're 
outfitting file cabinets, be sure to 
put DURABILITY FILING SUP- 
PLIES on the ‘inside’ for utmost 
filing efficiency." 


FASTIDIOUS 
FILING CLERKS 
who want their rec- 
ords easily file-able 
-— quickly find- 


SPEEDY 
SHIPPING CLERKS 
who can’t waste 
time uncurling la- 
bels or re-pasting 
stubborn non- 
stickers. 


SMART 
SECRETARIES 
who know what 
makes the boss 
smile — neat-as-a- 
pin, carefully la- 
belled reports. 


EXACTING 
EXECUTIVES 
who know that pen- 
nies saved, even on 
stationery items, 
can mean extra 
dollars in the bank. 


Once you've used Eureka Book-Pak Labels, you'll 
Eureka-label everything! Convenient! Attractive! 
Time-saving! Money-saving! 


You couldn’t put more useful features in a Eureka 
Bool:-Pak if you designed it yourself. 


If you have not yet tried Eureka labels, introduce 
them to your staff. Be sure you keep a good stock 
on hand, because they'll be used again and again. 
Order now from your dealer, or send for our cata- 
log on the complete Eureka Book-Pak line. 
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EUREKA) 


STATIONERY DIVISION, DEPT. 
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EUREKA SPECIALTY PRINTING CO. 


11 West 42nd Street, New York 18, N. Y. 
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(From page 58) 

Nor is there assurance that rest periods by 
themselves will be the answer, unless, as is the 
case with one metal-working firm, the office help 
are permitted to leave the building during this 
time. The personnel director here said that so 
far the privilege has not been abused, and that 
they had no complaints in this direction. How- 
ever, while this company is a large one, it doesn’t 
have as large an office force as might be expected. 


Opposition at top 


The office manager of another large organiza- 
tion was positive that he could stamp out the 
abuse if the men at the top would permit him to 
do it, but for some reason, he said, they wish to 
close their eyes to second breakfasts, tardiness, 
and early leave-taking from the office. 

He pointed out that obsolete office lay-out was 
another thorn in the side of an office manager 
who might want to effect better office behaviour. 

“Everybody and his uncle here have a private 
office and the result is that no one knows where 
the help is, because we don’t see them through 
most of the day. I would be a restraining influ- 
ence on these coffee drinkers if I was right out 
with them, or at least in an office with glass par- 
titions instead of opaque walls. They wouldn’t 
be so quick to duck out if they knew that you were 
capable of counting noses every once in a while.” 


Some offices may have themselves partly to 
blame for employees’ waste of office time, some 
executives point out. 

It is conceivable that some employees may have 
received no clear idea as to why they are perform- 
ing certain operations, with the result that they 
are bored by their jobs. Frequently the indi- 
vidual employee must share the blame with man- 
agement in this case because he has made no effort 
to acquaint himself with the why and wherefore 
of his job. Whatever the cause, it might be desir- 
able for management to attempt to stimulate in- 
terest in all phases of employees’ work, with par- 
ticular emphasis on the relation of each job to the 
whole work of the office. 


Possible consequences 


Hand in hand with the thought of corrective 
measures is the consideration by some that with 
certain prohibitions must come certain conces- 
sions. Gone, they feel, is the seven or eight-hour 
working day, with an hour or forty-five minutes 
out for lunch. Without wishing to turn their 
offices into welfare stations for employees, they 
are of the opinion that any company that chooses 
to hold to the old line may in time to come be 
affected by a problem of personnel turnover which 
would make the present condition appear desirable 
by comparison. 
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Nos. 333-334 INDI . 
(Two Sizes) 


The standard all-purr 
red rubber eraser 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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=| Yes, Sir! 
| CORRECT POSTURE 
is ESSENTIAL 


FROM TOP EXECUTIVE to junior clerk, 
any one who spend time behind an of- 
fice desk need scientifically correct 
seating for healthful posture and true 
working comfort. The secret of this 
working ease lies in the right kind of 
chair action. 

SENG CHAIR ACTION CONTROLS are de- 
signed by specialists to provide the 
highest degree of physical relaxation 
while working, at the same time main- 
taining healthful, correct posture. 
SENG Back-Tilt Adjustment is sim- 
ple and easy, and stays in place with- 
out further adjustment. 

DEMAND the SENG 
Chair Action Control on 
every office chair you 
purchase. You will find 
SENG to be standard 


on quality lines of office 
furniture. 


THE | COMPANY 


1450 N. DAYTON ST., CHICAGO 22, ILLINOIS 
Owners and Manufacturers of Bolens Office Chair Controls 
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BERNARD 


TRADE MARK REGISTERED 


... the name that designates quality 


| stationery tools. 


Over the years BERNARD stationery tools have earned 
| the reputation of quality and dependability. Office man- 
agers by BERNARD merchandise with confidence that 
it will give long years of service in speeding up office 
routine. 


Order now from your stationery supplier. If he cannot 
immediately supply you, please know we are making every 
effort to meet the enormous demand. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


Wm. SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


Se ae ae 


Wm. Schollhorn Company, 


| 3008 Chapel St., New Haven 9, Conn. I 
Sirs: Please send me your catalogue of stationery tools. 
DBR kas cece ccesccssessse Ueksenagechovewauss paeue | 
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finest checking and 
marking crayon made! 


WASHABLE SILK CRAYON No.295 H ¢ 


MADE IN USA. STAON AL No.9 


No.7 


STAONAL 


warTamenoor 


aed Peamantnr 


WILL MOT RUS OFF 


MADE IN USA. 


STAONAL wo a 


—s 


1S WATERS ROOF STAONA 


oPertrr 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages. shipping containers, etc. 


Gold Medal Products Lead on Merit 


BINNEY & SMITH Co. 


41 East 42nd Street, New York 17, N. Y. 


) 


INDEXES 


in NEW PACKAGES 


LOOK FOR THE BRILLIANT 
ORANGE PACKAGES WITH THE 
BLUE INFORMATIVE LABEL 


Now you can buy AICO Indexes in new 
Individual Packages with an informative 
label that gives you the complete des- 
cription of the contents. 


Look for the new orange and blue AICO 
Individual Packages. They contain the 
same fine AICO Indexes, made by index 
specialists. 


AICO Indexes will increase the efficiency of every 
department of your business. 


AICO PRODUCTS are distributed in Eastern States by 
Aigner Index Company, 97 Reade St., New York 13 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


G. 9. Aigner Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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Extendible Steel Bars 


for the steeless 


KLERAD ESK by Sengbusch 


. . - adding greater capacity to 
your present steeless Kleradesks 
- « + providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly reds and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 


a a. They are - — parts of ag = Klera- 

~ Above: Large size, for models 6V, 7V, 8V lesks now being sold. © A to the utilit urabili 
Above: Small size, for models 3V, ’ £ y, ty, 
4, oF 5V. With or without knobs, 9¥- 10V, 11V. With or without knobs. : and pleasing appearance of Kleradesk, this new feature 


further enhances Kleradesks’ reputation as one of the 
greatest aids to desk workers. ® Order from your 
stationer now. Write for circular. ; 


Right: Intermediate bar for 
additional extendibility of 
either size above. 


Abones One intermediate bar extends any Kleradesk one ; Sengbusch Self-Closing Inkstand Co. 

to five compartments more than original capacity. Sev- i i 

: eral intermediate bars may be added, if desired. 208 Senghueth Bldg. Sennen S, ToGenale 
: pees 


¥> BET you need help 
these days! So take a tip 
from the kitten: use pencil 
carbons that never stick to the 

forms and waste time! In other 

words, use Carter’s Stickless 
Pencil Carbons. 


These fine carbons are clean 
to use, brilliant, with an extra- 
long life span. And Carter’s 
Stickless Pencil Carbons are 
available in odd sizes, too, to 
fit your special requirements. 


THE CARTER’S INK COMPANY 


Carlen and Ribbon Spectalists J 
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ATENT PENDING 


SNAP-APART CARBON 
AND COPY SHEET SETS 


The quick, streamlined new 
way to make typewritten 
copies. WATTSPEED COPY- 
SETS are carbon paper and 
copy sheets already assem- 
bled in one compact unit, 
ready for instant use. Simply 
insert COPYSET with 
your letterhead into 
typewriter, typein your 
usual manner, then 
SNAP out your copies! 
(NO handling of car- 
bons.) The smooth 
clean WATTSPEED 
COPYSETisthen ready 
for the next letter! 


q _ WRITE TODAY FOR DESCRIPTIVE FOLDER CON- 
. TAINING PRICE LIST AND FREE SAMPLE COPYSET 
TO TRY IN YOUR OWN TYPEWRITER. 


“Go 


coms In 
3 STYLES: 


ve 


Use I-copy style Use 2-copy a 
whenyourequire whenyourequire 
duplicate copies 


Use 3-copy style 
when you require 
triplicate copies 
ainda 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 William St., New York 7, N. Y. 


Bor 


SINCE 1897 


Dept. OM 
66 
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MASON presents 


the "EXECUTIVE 


_ ? SECRETARY 


‘DESK PAD e 
MEMO PAD e 


ADDRESS BOOK 
CALENDAR 


(LARGE PHOTO—Shows Unit Closed. Small Photo to left. 
shows right side open.) 


Net Price $6.50 


No. 75 


HIGHLIGHTS: 


e Genuine MASONITE BASE—100%/, Compressed 
Wood Fibre—Warp Resistant—INDESTRUCTIBLE! 


e Durable Leatherette Panels—Fine Quality! 
‘Blotter Unnecessary—washable! 

24K GOLD TOOLING—Distinctive Design! 
e Made by Master Craftsmen! 

Available in Brown-Green-Maroon. 

e Over-all Size—19x34. 


We Manufacture a Complete Line of 
DESK PADS, 
DESK PAD COMBINATIONS & SETS, 
WORK ORGANIZERS, 
PHOTO ALBUMS & SCRAP BOOKS 


RA ASON STATIONERY 


PRODUCTS, Inc. 
“It?s Mason for 
Stationery Products of Quality” 
6 VARICK ST. NEW YORK 13, N. Y. 
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More and More People 


# FIND 
A NATIONAL 
Is their most economical pencil 
fe BECAUSE 
E National’s 
5 PROCESSED 
BL FUSE-TEX  *CSiSS 
Me ASSURE QUALITY 
Mm AND PERFORMANCE 
* 
Y National’s 
BB Shy-Tint 
ae A THIN 
LEAD 
CRAYON 
| PENCIL 
... with a STRONG Lead 
" National’s 
Cedar-King 
A REAL 
QUALITY 
5c 
> PENCIL 
* 
4 with metal brown tip 
* 
7 IN Prey in 
* DOZENS 
¥ Try them at our expense. 
. Send your name and address 
for FREE sample. 
* 
NATIONAL PENCIL CO. 
* SHELBYVILLE, TENN. 
*% NEW York 220 FIFTH AVENUE 
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— Cedar-King SD MuBAR TESS? 223 N22 


Bevelled 
French 
Curves 


The A B C of the quality 
conscious merchant... 


Nwaye 
C-thra 


for a complete line of fast selling, profitable 

drawing, ruling, and computing devices. Top 

value and exclusive C-Thru developments have 

gm. created consistent consumer demand... . 
Take advantage of C-Thru’s unexcelled 
delivery schedule. 


Write for Free C-Thru Catalog 


RULERS + TRIANGLES + MAVIGATIONAL INSTRUMENTS » STEMCILS + PROTRACTORS - OTHER DEVICES 


AS YT Re @., ¢°o &e. 
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TOUGH LEAD 


MOON 


Standard in large corporations— 
where they know how to buy. 


COPYING PENCILS 


THEY RESIST HEAT 
—WILL NOT BECOME 
SOFT AND SOIL HANDS . 


= J. S. STAEDTLER, INC. 
53-55 Worth St., New York City 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are 
made to the same high quality as 
GRIPPIT. 


All three products are 
Non-inflammable, Non- 
Poisonous, Harmless to 
skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 


403 RIVER ST. - HAVERHILL, MASS. 


OFFICE MANAGEMENT AND EQUIPMENT 


Duplicating Department 
(From page 42) 


a perforated line, keeping one half for her own 
record and depositing the other in an envelope 
which is forwarded to the payroll department for 
the purpose of computing the operator’s bonus 
earnings. So here again the duplicating clerk 
becomes familiar with forms and _ procedures 
which: are beneficial if her advancement places 
her in a payroll or production checking depart- 
ment position. 

Mr. Brawley, through his experience in con- 
ducting job methods training classes in the Train- 
ing Within Industry Program sponsored by the 
War Manpower Commission during the war, 
found that flow charts provided an easily under- 
stood means of presenting information to the 
average employee. He therefore prepared a 
series of flow charts covering the various func- 
tions of the duplicating section. These charts 
have been especially valuable in eliminating waste 
motion and developing work simplification ideas 
among the duplicating clerks and at the same time 
the charts provide a basis for the typed manual 
of instructions for office procedures. 


The value of promoting qualified employees 
from within the ranks to fill existing vacancies 
rather than procuring additional personnel is re- 
flected in the employees’ morale. There exists a 
definite eagerness to learn, a cooperative spirit, 
and a realization that an assignment well done 
is another stepping stone to an advanced position 
in the organization structure. 


Insurance Association Elects 

The Association of Insurance Company Buyers re- 
cently elected the following new officers: president, Ward 
Stevens, Connecticut Mutual Life Insurance Co., Hartford, 
Conn.; vice-president, Vincent Whitten, Massachusetts Bond- 
ing & Insurance Co., Boston; secretary, Wm. E. Lutz, Cale- 
donian Insurance Co., Hartford, Conn.; and treasurer, Arthur 
T. Williams, Connecticut General Life Insurance Co., Hart- 
ford, Conn. 


Modern Office Management Procedures 

The American Management Association, 330 West 42nd 
St., New York, has announced the publication of many new 
booklets on office procedures, which are available to both 
members and non-members of the association. The studies 
are based upon case histories of actual management experi- 
ence and each of them discusses a phase of office manage- 
ment that is vital to the well being of the organization as a 
whole. 

The new booklets are: Techniques in Developing Office 
Talent, 75 cents; Tools for Control in the Office, 50 Cents; 
Operating the Unionized Office, 50 cents; Top Management 
Appraises the Office, 75 cents: The Office as a Production 
Unit, 50 cents; Raising Management’s Sights on Office Organi- 
zation, 50 cents; Office Morale—White-Collar Unions, 50 
cents; Office Planning for Veteran Re-employment, 50 cents. 
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FOR 26 YEARS 
Use Clarotype for clean, sharp and impres- 
sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


g AN ; ORDER FROM YOUR STATIONER 
— ~ OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc. 261 Z Broadway, New York 7 


ae 
Cieis 


BUSINESS MAN'S 
ATLAS 
OF THE U. S. A. 


The Atlas That Talks the 
Business Man's Language 


FIRST AID TO SALES MANAGERS 


For Efficient Sales Planning 


Here's something new—and different—in an atlas. The 
first—and only—atlas of the United States designed ex- 
clusively for the business man's use. Gives all territorial 
data the sales executive needs for planning sales and dis- 
tribution programs. Size 12" x 15", 240 pages, loose-leaf 
binder, flexible cover. Eye-ease treated. Cash in on the 
unusual demand for this helpful business tool. Nationally 
advertised. A steady, year-round seller. List price, $10. 


THE GEORGE F. CRAM COMPANY, INC. 


730 E. Washington St., Indianapolis 7, Ind. 


ati oe 


WR TE CARBON bie as 
and > 3 
TYPEWRITER RIBBONS 
< We 


The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money savers in 
any office . . . giving you more for every dollar 
spent, in longer wear, better looking work. WRITE 
Carbon Papers give you more copies, cleaner 
copies from every original. WRITE Typewriter 
Ribbons reproduce a uniformly clean, sharp and 
readable piece of work every time. 


Insist on WRITE products. They are guaranteed 
for quality, uniformity, long wear. 


Ask your dealer, or write us today for FREE sam- 
bles and attractive prices. 


Immediate Deliveries! ee 


Card 
gt Avenue 


Lexin 
420 Le <2 2 


New York 1 


wrRIT 


INCORPORATED 


FACTORY: Bridgeport, Conn. 
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FILE CADDY | 


EASY TO FILE — EASY TO FIND! 


Secretaries, Purchasing Agents, Timekeepers, 
File Clerks—everyone wants one! An amazingly 
efficient file, 
the Caddy is 
recommended 
for sorting pa- 
pers, corre- 
spondence, in- 
voices, etc. 
Also, makes a 
good desk-side 
file for current 
papers. 

All steel, fin- 
ished in olive 
green, equip- 
ped with cas- 
ters. 1317," 
wide, 18" deep, 27" 
high. 

SEND FOR CIRCULAR 


Nationally Advertised $s] 450 
10% higher West of Rockies 


Amberg File & Index Co. 
1602 Duane Blvd., Kankankee, IL 


SWINGING 
FOLDERS 


2 sturdy, red fibre folders 

with steel tops slide along 

the side rails. Folders remain upright 
whether empty or packed full. In- 
sertable celluloid tabs. 
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0 BCETATE POCKETS 


ae —_— a 


ALBUM WITH ACETATE POCKETS 


New VUE-CITE Album for keeping valuable papers for quick, 
ready reference and always clean and readable. Ten folded acetate 
sheets (20 pockets) with Wire- A :¥ binding. Durable cushion 
edged covers. Compact and easy to carry. For ae. graphs, 
photographs, price lists, sales Geepensi, and countless other uses. 


%2092—-Size 11 x 81% inches. Dealers price $23.40 dozen. 


Write for catalog of other items—Autograph albums, Address 
books, Photograph albums, Picture Frames, and Baby Books. 


Wire-O Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 
Display Rooms 209 s. State St., Chicago ball Minele 


1.“ ARTGUM” 
2. ARTGUM” 
3.“ ARTGUM” " 
4. “ARTGUM” does 
§,“ARTGUM” d008tt 


6. “ARTGUM” 
imprinting: 


M\ 


wii 


is a surface cleaner 


is friable 
5 no grit. 


contain 


doesn't 


Appeals to out- 
door lovers, both 
youngsters and 
grown-ups. Ex- 
pertly ground 
lenses, black plas- 

tic barrels, smooth 
focusing action. 
Handy leatherette 
carrying case. Lib- 
eral trade discount. 
Prompt shipments. 
Complete promotion- 
al ad mot campaign 
available. 

SIZE EXTENDED: 
8%. INCHES 
CLOSED: 
4% INCHES 


ANOTHER TROJAN MODEL 
MADE BY 


ss FEE AND STEMWEDEL, INC. 


2210 WABANSIA AVE. * CHICAGO 47 


y~ PRODUCTS 


CARBON PAPER 
MASTER SETS 


RIBBONS 


WRITE FOR 
LITERATURE 
AND PRICES 


STAINS REMOVED IN 30 SECONDS! 


Stains acauired through hours of duplicating 
work are completely—but gently—removed in 
30 seconds with AUTOCOPY Cleansing Cream. 


LONG SERVICE LIFE 


AUTOCOPY Gelatin Rolls are carefully 
compounded to insure longest efficient 
use under varying climatic conditions and 
are available for ALL makes of duplca- 
tors. Try them and learn the difference 
AUTOCOPY Rolls can make in the quality 
of your duplicating work! 


— 
hel 54-98 


ha 
2" 


462 West Superior Street, 


Chicago 10, Illinois 
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“TRANSFER | , 
ye SYSTEMS y 


Wi fim . 


For Speedy, Safe, Inexpensive 
TRANSFER of Your Permanent 
Records Use 
CESCO 
Automatic Transfer Binders 


Unique post construction provides com- 
pactly bound volumes, securely sealed. Also 
other types for semi-permanent filing, ete. 
Send for Catalog “E”. 


The C-€- SHEPPARD CO. 


+e 4401 21+ Street,» LONG ISLAND CITY, N.Y-- 


WRITE FOR 
CATALOG 


CARDINELL CORPORATION 
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MONTCLAIR. NEW JERSEY 


“MAKE FILES TALK’’ 


SIGNAL vital facts with these automatic re- 
minders. With a choice of 12 non-chipping 
enamel colors, data of every kind can be segre- 
gated, classified, indexed. This brings order 
out of chaos, saves thousands of hours that 
would otherwise be wasted “chasing” informa- 
tion! 

Cook’s Stainless Steel File Signals are easy to 
attach to the edges of visible records, file cards, 
ledger sheets—easy to shift—easy to remove. 
Your stationer can supply you. Write us for 
card of samples. 


THE H. C. COOK CO., 


ANSONIA, 
N. 
EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED 


USED BY # 
ee AMERICA’S 
— LEADING 

INDUSTRIES 

BUSINESS eee 

ARMA GEM CLIPS OFFICES ARMA NO-SLEP CLIPS 
ARMA SNAGPROOF 


Ideal for Curled Ends 

Use on wl Will Net 

Films, Fabrics ( (p Serateh or 
Lithographs, etc. « p) 2 Snes 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa 
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NASCON ADMINISTRATOR 


A DISTINCTIVE new executive desk piece and 
portfolio that includes a refillable monthly 
section for planning important activities and 
duties by month, and a refillable, indexed corre- 
spondence organizer. In beautiful hand-turned, 
gold tooled covers of fine leathers, 994” x 1114”, 
the Administrator is assured of immediate appre- 
ciation and sale. Send for the new 814” x 11” 
Nascon Catalog and order now. 


NASCON SALES CORPORATION 
60 E. 42ND STREET, NEW YORK 17, NEW YORK 


| 
_ NEW—JUST OFF THE PRESS! 
| Delbridge Selling Price Calculator 


| This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy— 
twice as fast as machine calculating and five 
times as fast as hand figuring. 


Save time and eliminate “headaches” by using 
this lightning fast calculator. 


No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


Order from your stationer or supply dealer. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
ST. LOUIS, MISSOURI 


The PARVA-GRAPH—8 tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


7 © ARCHITECTS 

: OW « aartists © HOME CRAFTSMEN 
© CARPENTERS @ MECHANICS 
© DRAFTSMEN @ STUDENTS 


Jobber inquiries invited 


PARVA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 
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maptacks vitalize | 
t maps and charts. Put sharp 

emphasis on points of prime 
importance. Graffco signals 
and maptacks never forget. 
Ask your office supply dealer. 


GEORGE B. GRAFF 
COMPANY 

54 Washburn Avenue 

Cambridge 40, Mass. 
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Van Cleeve Fountain Pens 
with Revolving Sapphire Ball 
Point. 


A New Phenomena... 
Perfection of Craftsmanship... 


Precision of Performance... 


Everlasting Beauty. Made in 
14K Solid Gold, Sterling Sil- 


a ver and Cleeveplate Metal. oe 
CLOSED OPEN 


_ 


Will write anywhere from 5 months to 5 years de- 
pending upon the frequency of its use. Opens and 
closes with one hand. Can be refilled by anyone 
anywhere by injecting special Van Cleeve Ink sup- 


plied in large collapsible tubes like tooth paste. 


CLEEVELANDT CORPORATION 


33 West 46th Street New York 19, N. Y. 
Patents Applied. 


es a 


Used for 
FILE FOLDERS 
UTILITY LABELS 
ADDRESSING 
MAILING LISTS! 
& MANY OTHER, 
PURPOSES 


lotdeh ROLL LABELS™ 


Oe liana es HI 


ATTRACTIVELY PACKED : ‘ 

IN REROLL DISPENSING wane : soa 
BOX AND DISPLAY CARTON ORANGE 

12 ROLLS OF One LOK TO CARTON c ue E R R ie 
BLUE * GREEN 

WRITE FOR INFORMATION! 
CANARY 

‘MANEL A 


— M220) 
the | LMAY COMPANY 


TAGS* LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST.- NEW YORK 11, N.Y. 
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Mm. 
FULTON 
AaySs. 


quick-drying . . . smudge-proof 
IN ANY WEATHER 


ALL-WEATHER wood block Stamp Pad, 
inked with ALL-WEATHER special ink... 
what a team! Weather conditions really 
don't mean a thing to them. Sharp, clean, 
fast-drying impressions . . . and pad will 
not warp, get sticky or pick up lint or dust 


FULTON SPECIALTY CO. 


200 FIFTH AV., NEW VORK CITY 10.N.Y.— 
FACTORY AT ELIZABETH 1, N.J. 
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UP IN ARMS! 


Today most of us are up in arms over shortages of 
supply. We are doing our best to cope with this 
emergency and to give Andy dealers as many filing 
cabinets as possible. 


ANpERSON-HickEY Go. 


- ieee ~ ae 
GENEVA 
ILLINOIS 


“Andy units of steel 
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DEAR BOSS. Visible Record 


> Dear Spence: ad yy ae 500 s 4 5 
eee Got your letter this A.M. Certainly traveled clear | 5 — Fi % 
ii across the country in a hurry, didn’t it? rr — Cards 
I've seen lots of those SKY-RITE Air Mail envelopes + oe it ean n 6x4in. / Complete 
around and it’s about time I got on the SKY-RITE st aves lime é pier 
meeueane. Use Handifax Cards only. Join together. File 
am writing my New York office to contact the sheets of Cards on edge like paper in corres- 
sexy. RITE outfit immediately for samples and prices. ngs folders. Visible Facts Inspire Profit- 
Keep sending your orders in: in SKY-RITE Air Mail rble Acts. 


Jse half-inch Visible Margin for Indexing—Color 
Envelopes. Always, Aliways Signaling—Visible Tabulation of vital informa- 
¥% y The Boss | tion. Ten years a or 500 ‘aan one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
SKY-RITE PAPER AND Gert. I, Age P. Co. in., $4.40; 10x4 in., $5.30. Order now. Send no 
GT, 7 Varick Street, Sheets of Cards = money. Satisfac- ° 
ues shea SKY-RITE Reg. U. S. Pat. Off. New York | . tion Guaranteed. Write for Catalog 
: : ROSS-GOULD CO. 
Handifax 2°35 st. Louis 
or C Hi A i R Ss Available for immediate delivery! 
nl MANY STYLES 


Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Frempt fitewen from 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 1 4 


——— 


sock. ease ‘ Bag } 
‘ a ee Addressographs, Multigraphs, Mimeographs, Dictating a 

\ ADI R ON D A Cc K machines, Steel Files, Lockers, and Shelving. 
All completely rebuilt and guaranteed by , . 

CHAIR COMPANY “The House That Confidence Built” 

1140 Broadway, New Yerk 1, N. Y. ‘ 

Dept. 7 Universal Office Equipment Co., Inc. | 

. 7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Wee 


DIP-LESS | 
DESK SETS _. 


The only dip type pen 


with Esterbrook points for 


QUALITY 
eve iting job and 
E N Cc I LS by Model #407 a pain ion of tata 


GENERAL PENCIL COMPANY ; ing. Priced from $2.50 up. | 


a 67 FLEET STREET, JERSEY CITY 6, N. J. THE ESTERBROOK PEN COMPANY 
Cooper Street, Camden, N. J. 
Canadian Representatives: The Brown Brothers, Ltd., Toronto 


MAYADAS |“K-Line” SEL-LOCKING POSTS) | 


The most efficient and economical binding | 
a Wee . posts obtainable for use in conjunction with 
Highest Quality various types of STORAGE BINDERS. 


pa ? | LENGTHS: 1, 112, 2, 2/2, 3 & 4/2" ' 
Wondertal Bipects . : Expansion Up to 7/2 Inches 
prebadis F Samples and Descriptive Booklet on Request 
NEATYPE is sealed in such W. R. KLINE CO. 


a way’ that there is NO 440-7 oe . N.Y. 
EVAPORATION IN STOCK. a 
Western Distributors 


For Full Particulars and Samples, Write 
a GANE BROTHERS & LANE, INC. 
STARKEY PAPER & SUPPLY co 140 W. 17TH STREET 184 SECOND STREET 


3800 AGNES AVE, KANSAS CITY 3, MO. <—z LOS ANGELES, CALIF. SAN FRANCISCO, CALIP. 


August, 1946 


ee ~ ae an lt =e a a Deen 5 ep cal > i ai ‘ = io : Sees i. i Bes cee $e iia 
— ° qe 
6 | ee neal ee "fae 
ces —s } == FY 
ee : / 
2 
Re 
“& 
ae 
a 
a 
Ai : ae = Z A XW AZ EZ gw ARERR Ae NE TNA ARNE RR | < 
is ; Fi Z i - 
Gi ea “2 . Z | 
— FA 
7 A | — , 
2 es ¢ 
| in g S i < 
- 3 a ly Z foe 
-. . | 
— 
y 7 
a a ‘7 
6 ie i] 
_ * I 
ee i 
a 3 er ‘ 
ee PREATYPE 
a Pes = ona 
ae Sree 
wae Eras 
oa sg wes 
aa ae Sate ee 
= ag 
os pte 
oe. 
om i i 
tae 
ae oe. 
; as 
se a 
a4 74 OFFICE MANAGEMENT AND EQUIPMENT Pe 
Pao lec Me at eo Pe SS . ie 4 e i — oe ae 2 ates = 2 
| eo a  —— e. _—— lS a oe 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave., 
New York 1, N. Y. 


Lines Wanted 


EXPORT REPRESENTATIVES with world wide outlets desire to 
represent manufacturers interested in Export. GT-558. 


CALCUTTA, INDIA—Well established firm desires representation for 
Caleutta for the Manufacturers and Sole Exporters of Papers—all 
varieties, Paperboads, Fountain Pens, Printing Inks, Steel Office Furni- 
ture, Pencils and other Stationery Goods. References: Guarantee Trust 
Company of New York, Broadway, New York and Chartered Bank of 
India, Australia & China, New York, N. Y. Please write with full 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison 
Road, Calcutta, India. 


For Sale or to Buy 


VISIBLE EQUIPMENT bought, sold and exchanged. We specialize 
in rebult Kardex, Acme and International Visible Factograph cabinets, 
as well as other makes. Write and tell us what Visible Equipment 
you need or have for sale. Special prices to Dealers. E. H. HEINE- 
MAN, 4 North Eighth St., St. Louis 1, Mo. 


FOR SALE—Billing machine Burroughs Moon Hopkins, Style 2720301, 


din A-1 shape. Write Box GT-539. 

-? WANTED: Dozen pocket notebooks “Shaws No. S 2852" formerly 
made by Wilson Jones red leather covered quadrille lined five squares 
to inch. GT-554. 

, 


‘ Patent Attorneys 


PATENT ATTORNEY secures patents, trade marks, copyright: 
send me your sketch or model, confidential advice : literature. 
POLACHEK, 1234 Broadway. Ne ow York, 


call or 
Zz. H. 


a 
‘ 


OCTOBER ISSUE CLOSES 
SEPTEMBER 5th 


Please prepare your copy now and 


send complete instructions to our 
New York office. . 


OFFICE MANAGEMENT & 
EQUIPMENT 


260 Fifth Ave. New York I, N. Y. 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


0... . 10a x8 #03... . 15. x 12% 
Ri....1A 2% | 4... 1h ac 1% 
902....13/4 x I 5...2 «1% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 


19-29 Rockwell Place Brooklyn, N. Y. 


August, 1946 


Filing 
_ Systems 
e 


| Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court 


Boston, Mass. 


Printed and Ruled 


stampe, ete 


re 
| PotSxet 
“Aurt Corners 


Will mount prints 
tight or loose, 
negatives can be 
filed in back. 


100 of a color in 
envelope to sell for 
10c. 


Cnrged 
t Corners 


Prints or 


Order from your wholesaler or write 


ENGEL ART CORNERS MFG. CO.., 4709-11 N. Clark St., 


Genuine Art Corners by ENGEL 
For Photo Albums, Serap Books 


ng gl ADVERTISED for mounting snapshots, postcards, a, 


by ery pon 


“Clear as Glass." 
Complete visibility. 
stamps 
removable at will 


100 in boxette to 
sell for 15c. 


Chicago 40, Ill. 


If you are interested in any office equip- 
ment merchandise or stationery products 
not illustrated or described in the monthly 
issues of OFFICE MANAGEMENT & 
EQUIPMENT, write to us! 


We will be glad to pass your inquiry to an estab- 
lished source of supply or to tell you by whom the 
special products you see are manufactured. 


A complete and up-to-date file is maintained in our 
office so that we can give prompt and accurate at- 
tention to all your questions relating to sources of 
office equioment and supplies. 
make full use of this service. 


You are invited to 


Information Department 


Office Management & Equipment 


NEW YORK I, 


260 FIFTH AVENUE, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 
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to THe" 


ous and harmful. 
posture, 


YES. EFFORT. . ERRORS 
ND UP TO 50%. IN TYPING TIME! 


To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
By permitting correct 
automatic line-pointing, forward 
EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 


Six Model Sizes 
hold papers up to 
12", 16", 20", 26". 

30", 36" wide 


- Try Copy-RIGHT at 


Name 


Delays 


Copy -RIGHT 


(front-vision, line-by-line) 


COPYHOLDER 


Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 
No Twist, No Turn 
No Squint, No Squirm 
Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
costs. Self-support. 
ing, not permanently 
attached, can be in- 
stantly moved from 
one typewriter or 
desk to another. 
our risk. Put it to 


the test in your own offices. 


\ MAIL COUPON NOW! 


Tritt titi tla 


Copy-RIGHT Mfg. Corp. Dept. a 
53 Park Place, New York 7, N. Y. 


C] Send illustrated literature please, . 
C] I'd like to try a Copy-RIGHT in my office. 


aaneena? 


Firm 


(Attach Letter Head Ple ise) 


INDEX TO ADVERTISERS 


A 
Acco Products, Inc........ 9 
Ace Fastener Corp.. 5 Sate eae 
Adirondack Chair Co....... 74 
Agency Paper Co........... 74 
Aigner Co., G..J.......... 64 
AILS Steel Equip Co.,Inc..... 5 
Amberg File & Index Co... 69 
Anderson-Hickey Co....... 73 
Autocopy, Inc.......... + so 
Autopoint Co........... .. 

B 
Barkley & Co.,C.L........ 61 
Binney & Smith Co......... 64 
Boorun & Pease....... eC 
Brown & Bro., Arthur...... 52 
Browne-Morse Co......... 55 
Business Systems Corp..... 58 

Cc 
Cardinell Corp............ 71 
Carter’s Ink Co., Inc., The.. 65 
Clarotype Co., The......... 69 
Cleevelandt Corp.. . 


Codo Manufacturing Corp.. 56 
Columbia Ribbon & Carbon 


Bene, CO. SMG... ......... 3 
Cook Co., The H.C........ 71 
Copy-Right Mfg. Corp...... 76 
Cram Co., Inc., George F... 69 
C-Thru Ruler Co........... 67 

D 


Daco Card & Index Co., The. 75 
Delbridge Calculating he gail 
tems, Inc.. 72 
Dennison Mfg. Co. x6 ee 
Dixon Crucible Co., Jos.. .54-60 


E 


Engel Art Corners Mfg. Co.. 75 
Esterbrook Pen Co., The... 74 
Eureka Specialty Printing 

61 


F 
Faber Pencil Co., Eberhard. 7 
Fee and Stemwedel, Inc... 70 
Fulton Specialty Co........ 73 
G 
General Pencil Co... . > 
Globe-Wernicke Co., The.. 

Graff Co., George B........ a 
Gunn Furniture ee 
H 
Harriman-Welts, Inc....... 68 


Heyer Corp., The.... 3rd cover 


I 

Invincible Metal Furn Co... 53 
K 

Rise Ce. W.R.....:...... 
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M 
Majestic Looseleaf, Inc... 75 
Maso Steel Products....... 48 
Mason Stationery Prods., 
Po ec ie ie kek 6 Bae 
oy Co., The J. L.. at 
Mittag & Volger, Inc.. . 51 
N 
Nascon Sales Corp........ 72 
National Business Show Co. 10 
National Pencil Co......... 67 
Neva-Clog Products, Inc. 
2nd cover 
Niagara Duplicator Co...... 
r@) 
Old Town Ribbon & Carbon 
Sen 17 
Pp 
Parva Products Co......... 72 


Pittsburgh Cut Wire Co..... 71 
Plymouth Rubber Co., Inc... 59 


Q 
Quality Park Envelope Co... 46 
R 
Reuben Co.......... 16 
Roberts Rubber Co., Weldon 62 
Rockwell-Barnes Co ee tckr es 57 
Rosenthal Co., The...... . 70 
Roes-Gowld Co............ 74 
Ss 
Schollhorn Co., William. ... 63 
Scripto Mfg. Co............ 13 
Seer 63 
Senbueds Self-Closing Ink- 
ETI. 05 so cree cco sau 65 


Sheaffer Pen Co., W.A..... 45 
Sheppard Co., The C. E.. 71 
Speed-O- -Print eee “11-12 
Speed Products Co., Inc.. 18 
Spencer Rubber Products 
RS Se eee 57 
Staedtler, a | ee. 
Starkey Paper & Supply Co. 74 
Stewart & Co., Inc., R. A... 59 
Sturgis Posture Chair Co... 50 


U 


Underwood Corp..... 4th cover 
Universal Office Equipment 
Co., Inc. 74 


The 
Watts Co., Inc., Alfred Allen 66 
Wire-O-Binding Co. ct Chi- 
Sakgy.cnaet set Nee 70 
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o 
- EFFICIENCY 
. 63 
g DUPLICATOR 
71 
11-12 
18 
is 
. 
68 
». 74 “ 
3 
Anyone who has need for 50 to 75 copies of anything written, 
typed or drawn will find many profitable uses for this value- 
cover packed duplicator outfit. Business needs it for quickly produc- 
ot -" ing copies of bulletins, price lists, etc., restayvrants for menus, 
sad clubs for notices, schools for the many duplicating jobs they do. 
Durably constructed of heavy gauge metal with a printing surface 
ie of 814 x 13 in. Weighs only four pounds and is very portable. 
49 Suction-cup feet hold it firmly to any smooth surface leaving both 
hands free to operate. Features remarkably fast and accurate 
method of feeding, changeable gelatin films, reproduces up to 
Cy os eight colors at one time. A truly outstanding duplicator valve. 
en 66 
hi- “ SELLS COMPLETE WITH THESE SUPPLIES . . . 2 Junior Efficiency 
69 Films, 1 Film Cover, 1 Smoother, 4 Hektograph Pencils (Purple, 
Bive, Green, Red), Bottle of Hektograph Ink, 3 Sheets Hektograph 
ee eee eee ete ee one ee. 
Shipping weight, 8 ibs. . . . 2. 2 1 ee ee 4% 


THE NEW IMPROVED 


Eat new or new princi 
f focaleg and strip- 
bing allows you to 
04 e copies more 
than twice as fast as 
on old-style machines. 


SUCTION-CUP 
FEET 

The Junior Efficiency 
is light and portable, 
but these feet clamp 
it firmly to any 
smooth surface leav- 
ing both hands free 
to operate. 


ALL METAL 
CONSTRUCTION 
Solidly constructed of 
heavy gauge metal 
finished in rust- f 
paint, The Junior 
ciency 4 assures — 
life service and sa 
faction. 


CHANGEABLE 
FILMS 
Films can be cha 


in a ol ay s— 
several se’ os 


run in one da 
film makes 23 to 3% 


DS & gets of clean, sharp 


copies. 
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Sit down to this handsome new typewriter ... for the typing 
thrill of your life! 


You sense something different the moment your fingers touch the keys. 
Irs Rhythm Touch ... the latest development in Underwood's 
constant research to help make your work easier. 
There's new ease for your fingers in the lightning response of every 
key. In the better balanced finger action. The effortless speed. The 


free-and-easy rhythm of the accurate. smooth-running mechanism. 


You'll do more work . . . better work . . . with less fatigue. Besides 


Rhythm Touch, and many other new refinements, you have all the 


time- and effort-saving Underwood features you've always enjoyed. 


Insist on having this new Underwood Standard Typewriter. Its a 
pleasure to work with ... a treasure to own. . 


UNDERWOOD CORPORATION . . . One Park Avenue, New York 16, N. Y. 


Yudloriwo0d wvexreres LEADER OF THE WORLD 


Copyright 19165, Underwood Corporation 


‘a —. 9 on ee a i : i Sie ae ji a ans ete: 
rate tare : en: as me ae eS ae See E irs 
, F ae eS 
bee 
So hae a 
5 
ees 
aq £ -— =  i+$j— @ see a8) 
hoe —- . : a = a2: ae 1 Bens 
f Be bn / 7 : i a 
x - og. a hh Ld // 4 Bd : 
= ae Pte, —— 
ae eb ae. . ‘ ‘. ee ae 
Re ar: a1 oe! | ly ee 
i as ae : ee ee | etl — eee eee : 4 : 
ae _— . ag y be a alee >, = or ee ge : 
a ao it “Ts ON SR Tce Me Rb eee aii. : 
aS « Unt ae ESO PR et = Se i ae ec tage eee Ce Se a | er ips: oN ee 
ie: 7 ae af = Underwood: es 
co. a, ee  ————$————s (g(a le A 
iyo , a : ny oe », a i ai 8 hl a my =~, é Saket woe eee ie 
cos r aie! ie eT i remy ——s —*y 7 J | ob aeks hale 
~_ Me eS = TSE Paes age xtepceas. Stan seen el I . ~ momaees Yy : = | aaa. Ve ie , 
: pe 7 y tee [Sw om a a oo Sa Re pra nag seamen eo x. I 45 ae See 
ee a a. Aa a Bo Em eee weet rr mrt QEFR e! = eee es ave 
ae - wk f < aa SE es ay = ii. 
oe ae a \\ = tM oe 
ee a \ — 0 ae =" et LAA ee Se 
Se med. ‘ ane " <a) gee tS Pa a ee 7 a ees fT Ag Riek a 
oo om aN A oof Re rai ENS Sng sears. Hemcosex, 2 ae — Ey.” Wy ee - 
aie tie 2 Coll SEG Sigh bees Sip St a eae ee ag BE pS A RSE 4 & a ie: 
& £% me. ee he) ae a <deitlll EE DER  e a l Wf. - - = 
: ae Be Be: ee le 2 Teepe eae ey “Me Wipe a . ae 
a Fe BN QS ee a ees + lr yo eae ; oe by Mite Ste Lo 
ean: ao ioe ae Se Se I 2 eeepc nn PS phe 03 0 Sarton “ies ‘ 
te eS Se ae Underwood ein... <a 2 Jae ca 
us i a Eons a re CC eRe Bis > ae a ee. Soe. pa 
ee EG aes: = =— (A a ae i Qe Fe 
ey — aa ae } ee. ae eee oe ‘ Be Bee ce Sea] ted re ay Be ces : ie Se ae ae 3 q 
es es an yi elecles ~ a eer ee | ni ee Bt a 
Sikae ae $ y : \ ee ae, eS. ee sift tee eae See Ae 
. : Loe ee | 
ica is =e VIS SS SA es = Bias aes i 
oe 1 ff ~ eS Soe Nan US jae) ae : ‘ ee Fc 
- # IES SOROS fee OS Lf . == 
a - Viv SASS SS ON ee hi , —. a ne 
“a a FS BeeeCIVSSsee Ti ae aa 
oo. _ iy Ns Ae fe] te] Sa 7 \Z 7 : £: y {eee NS Mie ee 
ee ph (s we } S ~ = a rd A, - pe oe yy 5 eae en q 
pees. an : Baaeett sete = : = tf ‘ ; i oe oe es ; 
a = Be eee. i: ee ee iran ge 
mt a : 2. S ae ef <b A es eee cee i 
a ee - Jo Oe a _ —— nee cS Steer we ee ea a es 8) Gay aie } 
oe bei iD RPC I ee Re ig ee ea, A® EY © ogee i ee ; 
pe  : a : ES Eee i ee iS = = 
i a wi i i : = ae, — 3 ~ ace i ees ee pete. cael oo - ey . aa ee ae oes ni 
A Oo Fin Be bic a ieee 7 aaa EO: ts ee eee Ca eae aa 
ie a : a ae mee one ie . 9 ego = eo . os on 4 4 ae faa 
ey 7 . ae alle es ate pe eee Wa Ta -. aes ae 
ee as - — = ae am | Pea eee oo ic: ameerei omen 
ae ce — | a - a 4 Slee bee La 
a 3 aie a ge gee oe ee Bice ee. ae é 
ae . -_ — - _ a 2 bo aaa 
ce ea o. oe fe er a oe ie rn 8 2 ae a a pe: gee 
ae * = are — ee a me Sina 
Ee ae 4 2 Be. Ae io a i oe ae ae e wa Sage ye 
i ae a a a. ee 8) & en: ei rk im <a po ees ae 
ik ale es. iio dae = ae “ae Se 
5 eo ae oo =a et, sy a ee : a Sick an Nee 
yl ae. : i i 
BS cee, i 
a . 
oe | < 
a ° } 
Be } eee (4 
i 7 7 * . : 
Bee es { - ¢ . 
ef eee | ager 
a | So At 
ae A /A =, 9 
ee Sec om: > Ii 
ps 5 > 4 | 
7 os i a) Cw, | 
a er Oe Cy | 
Seas ena | = “fg / . pins | 
on ; ew? LA 4 | 
= ; e+) a | 
ey —_— | 
ee H 
: ee } : 
ie eo | ] 
‘ees eee | 
bg eee | 
- 
Bice re’ H 
= a 
a t | 
= | 
ss a e 
aa oe : j 
— 
aa 
an i ; 
. eae j 
ie oe . ° 
ae q 
: « 2 — - - wncaonncernatest _ ones ae “ — ~ saatocnranenisnaeasnansnnsnngiainenanamnesnsrasstenaeateresnatnatsmretannssutdei anette tetera. atuttithosnnsensenscnastiesaatieasisi ‘ 
4 ang a , 
eo ; 
a pe aa ye 
: oan : ee fe aie rece aire) Ba fe ee a ee a a oan 
— we oS er hoes a: Cae We es PS ee Be st a Pee ee eae a ea 


Agi we gfe ee |) iis ies Paes zy ite ee ae eT Sens Bias 
ews Sie + Es sa yale Pe i et ae eee rl fear 1a 
Aid he ae ae ae ie oe : a le ee 2 eae 
ae ee ——_ OS Cel Pas ae: a ae ; ee: 
Ct hae a i : igs, a3 Ais ie is oe 
re , ae Se a SG ae. oe oe Ae: al ss 
a : Es oe i ISS Sa Oe acces tapelc gl FE oa a nth he cic Sree ey ct oo 
ss i. ese oe - Sn oe ar a eh ak ne Ce os ee : % 
i or) Lenape : : aah ee ola nate aes wo reren a 
at. 1 oa Pos ay a Z rte pe a Do ese: a es 5 : 
i ; » " 86 Sn eee a oS ae ‘cena aba is 5 ee DE 
; ae ; a | ae nal ES 2 co ee a : . aie. eee 
e = ie =. ar ee ae ae 
a : ia ee on - ee es ce me / ane a5 E a) - 
: ee ty a a fe ae is cee er a. “ 
; _ t a ees yikes! aa er a Ge ee ae a a F 
“ae : ae ee oy ; : ae oe a ph : a ee . 
Ve ‘ Be . eae a eae aes Be a ee eet = 
9 : i Vs oo 7 one pl: : E 
—— ‘ei, a CC a a ee : — ; 
ee Be os ee a ee ge ae . - te : 
es ee et Sen Ea Fes é ate ee a ee ie = oe : _ F a, : 
ene he a oe ie ei pee) ia F eet H le PS Bye 
Be le a se tee og. ee = ae ee : ea ay ase ee 
Eee Ls ey eae ; fae a ae ae a a a * ee aS e = 
ae : —_— AS =e a) iy 2 ae ee ee ee: ; 
oe = me : ae ee = te: cy ey ae = : me. F +. ont : 
ee, aie a ae i aentenene ae ade oe ee ee i ‘ 
‘ 5a : - x - eee ; pM iene |) 4 ae as by oe. ae cae 
ol oe are a ere 2 ghee a, Es ae ae ee cue a 
Re oe en ‘ Be i ee oe a : A ae ee aise 
a s . : } oo a ee eee oa te ; ae: aaa , 
: | pata i ae oe ee ie aan oo oe er el ie : ae & 
aa a a eas pcs a At ee re re E iy aap i ir : : 
ae # E ‘Gr nll a 7 a. ee Me eS ie ae ‘ ae ‘ ee eee, 
Se : i E ae = ee pes) : e-beam ; on at ‘ Ws oy, ? ora 
Piece: ts Bs tees re a fo at ic Se ere ge) ie eas 
at eee ‘ — a a eo a 
Seale Pea oa oe hi eg. 4 pa haem Pe Bes pyeces é < Ss alli ae 
ee as Ct mo) a ae cs ye a , 
fei core eo te a fe ee ; : a poe z 
a er . eee "A : a a ae Ae ae oa: 
i page _ ae rosy oe a E he See a. eae r ee, 
a Bee. ia ; poe oo ee ee ae : aa y 
ee i * s see * eae, ee - - (ee es, ee 5 ¥ 2 id ee: Be a E ‘ Be f ts a 
a Be ae a Oe a 
.@ ei ' — Seep tie eee ee ee ee Cee 7 
ee ol j a ee ak ae er a ae: By ganoe % ae. ey Un , aa i i 
ace e oY = - Ve = is a - otis os Ae es ae Es : ; ae - k 
oe a es a eee ee co De ee i‘ 1 ; : 
det aha Bie 1S a a : ' ee ea sth ‘ os alee 2 Ee 
ae ae 2 he : Be ee a. a [2 Se ee ars : ; { i . : : 
a ae & et psi “a i ane me oy es |. ae aye a y por ‘ : 
eee: Pi at es: ae: i < ae a 3 2 3 oy i : 
a oa Be = 3 ‘ ae " oe : et a ee i fis os 4 ae : : a e Lie rage 
as ee a a 4a = mY ee 7 = anne oe ae 3 : 
oe ey ea eg _ ee > hg a ae ' gi a ae . yo = ‘ iJ ay { 
ae he a alte See i 5 ; oa, ane ee ee, Meee cs ae j 
fe ‘ae a : i eee é oro ee wo ed : : UAL a : ‘ 
ee i ‘dh, fo. _ oe ee 4 \ a a a : ; ee we Aa) i : 
na ody oe: a i ae ce. ba ee fae ee A eet ees eek = ag - 
va a oe Ha. ek _ eee ae a ST = ee pica a: ae SSeS i E 
een ia ma Bet OE Aaa 9 K Die te oe Rak. iota Be ag Deals : 
a. Sa - eo eee : os came is | aaa ae! ee) boa : 4 tae el i : 
a a ‘a cs a er el i te ee ele. are 3 : 
i, ees “es di : = e eh ane as ie a Fs ee : 
: Lae We ay i a ‘ ahi be ig . at Ta Pat ed ‘- i a Za ve et 
ae os i i Bee oe: ee rs a ae : ee ea. a : 
a (ee “a |) a as ee E ‘5 : ee ae ae 
c See oe 4 ete. in Aa it ue: See 
ee ae: tid es yr i SS a ae ee ee : Wey te Z ae 
ie / ae —_ i Re oa a f car eee . 
oe ea pet ae ie canes Eee a ae ie av eis pe ts e iy sis 
s ae ee ee ue 7) peers ih ae Riga. et : Pe KS 
ie cas = Mee —e a Be ries a oF an F $ ae : i ye s 
Bi : a «te as ae ; d a i e etal och ee 
ae : z oe “Se ao . - a vi : ee Sra ie mere igs i = 
gee ae ae oat ae me eo oe meer i : 
NOE ie : ae ae. Pe ee es en A ‘ ce ; eee be ‘ 
ie ‘ a po : i ; — pice oe = an tte en: Ae 
a 8 Ni aut > ae 7 Tee - ; ee hs Seek a a 
ie i a 1 — 2 ae ; a ge ; : , oe . ‘ 
2 ee 4 ei iy fi; a ae g se Re Vide BY 53 ae — 3 sj a 
bs is Z re a geet ein g a nul ia Wate: yaa is 2 ac : ee i ‘ 
oe : ql : E:. re ee ae See a ee a 
Pare a Bre a Se age ceo ee i ie .\ = aces : 
Es é ae a ae pre oy ad —e eet - eon a se oa nn ' 
ia in d ae ee, ; a ee aa i, 7a Sige hua ae 
cae ie 2 a oe ae 7 ae ee te coe i CE ee ; oe: 
eee: wa a Bega Nk. 2 ee 3c 7 eneeee iy ae os ieee aan Co ee ae fn 
ee a i = See Ds be aa ee e oe ee eo 
i : 4 ——— fA egal a3 eee? eerie a ; ie 2a er a ets 3 
va ee aa ci .- eae peg a a Pee Ba . 3 ie 
et ig a ad Be a ) ay ee es a : es 
fest at = ‘a nae ? a or e = ot), ae ; eo 
es eo a a A a = By oe i 
a oe Se ee 7 ee oo tee = he ewe 
ey iy Wiese sa ae Paes. ve ee) oe: ae a y Be ! aa : 
oad ‘Ji ‘ 2 a ce eae ae = : ee 
ee Bees i r Fenie fal eee ie ek s,s ‘a 4 1s y = 
a aie Bes ee a ae et i = 2 ee i oes 
eae ; i Pe igsas ck Se ei ae z ee a = ; 
| So ; a ie Sia ee ee cee ae : : 
ee _- — ce ; he ; ee = Re ae Met oe: ra a ce 
ae aa vig mae i se a a: peo) ol cee Be. Bs ae 
: a roe ee 2 ee Be a as 3 § ie Aga aan a Sine 
2 - ao Se ee if ia ee ass = ae ae u i 2 
: : oe —.. Mg: pee Ala: Tae ed ees ee y hei 
— . eis. : aaa ¥ Ai ae Ee 5 mg - & ‘ 5 a 
. : ; =n ees Gia si: J ae : a : ro “ a 
z a. a Sue Be: Aimee i fer fe a lee i ie ay i; 7 
- ae ee ee ae a i “4 ae 
: areas a a oe Pembe s oF a : ‘op ere : : 
a oo oe ‘: pi = i 5 i ‘ Re ie td Si Lae 
i ae Ge : . Tes ey eave er bo ae mee a : 
eee | 7 i ps ae ee ee u an 
; a es ae Me Be elie Pe hes 3 ey - : Rare ; 
sare : Bos a ee : ae ee ; < : as, ee ae eee 
i ia mz ee ol ig ; Ss ee @ = es te) ay 
- Be ie: Lae ae nail Roe ee i ie pee . oe 
Ss . in PP ee Z he eee 3 oy ee bit a on 
Ss. o ae ee eats ae cn ae Hee: eZ \cee 4 
— es a os i a aa ae es oa 
a ee rea Phe Pe on Me oe ‘i ets a 
q a oe ale — emg ms ie ely : ae i 2 f 
| eee. tn ; Be a (a a ie We ee ieee fe ee ee : : 
i ; i ( Be get > ee : Po a Pie ees ee tea ‘ ; 
{ eto ee eae Ee 5: Seer ee x we 7 i 2 
| - ee ae on ieee ee : wee ee (es aes. "3 i 
: 1% a =) i} i el te ore : a: le i ee: ee pet 
| : er «1 ee ~ Loree. (kee & Pt fies iene 2 : oa aa 
‘ i ip oe ae a i : a 
ee Bee eet +e ie = Pie a cee L 
: : Pei : Sc! ee ie a ee ane ; a é ce 
~ ‘a ae ee oy. i as ee, si ; in tee pee =) sie. ees ie 2 : ne Sy E 
| * as etc he eae ae ae . “4 ae x Le, a i er 
| Bye ee we ee a on ae : cae oe i 
te ee ee aie as ve ee : oe ae : ; 
; aS ae pn a a oe pe Dap eee a, ae Ts am : 
d : : re ae yg ie é of a es 2 
es: aD —_— a. em) oe ee ae” oe : "1 i lee aS : 
oe ee: 8 ; es ae Bee piers ee) eee ar ae a ar 
| : Be cdl a = 4 iy ee a au ee i. Se a a ey ae < 4 ; tg i . 
. i a By one rc bi aoe Shee, Q 2 ee : 2 ae 
. a i. ‘ ik — a ai a ee a 
a Ls eee ay ae ee oe si : a 
ie ee is y ieee eee ee eo a Ps pe o- | 
/ ; a a : a ia ae aes: - oe : a 
{ “ x - ae - ae eee Ge aes ae * is 
= 2 Me tg 8 oe : + Teel oe = a : te og a 
ee ee a Age.” Sealine . 7 ea as; ee: : j 
: a ae) Sg . aes i ee ye oe ; oe an : 
ee : a > ie eal ae 
Bec = iS Aas, ae ; ol ak ie 
i all Bi Bees fa = } (a ee ; 
i ee : i . . See Les We ES ae ae " Doe eam ee Le ae 
; he oo ee ue eo ae 1B ge a Peay : 
j i ye ae i aes a te ire: ene ee ee ate P ear. a # 
ee ee — BY Notice ee es ee . ae Boers iy ew ras 
a ¢ 8 a a i ; Bi | ead ey a : : 
e | a aa rie aes Wor) cyetet = PP ek Ss ie ae e 
i : er. - bog a ie a: ea eae ee ee Ee Tas ‘ sa eo Rat iy a on 
' g , a ae deg ! ee eee ‘eine eee ies ewe ‘ 
‘ : Ta a ee Bee. ha Pe ae ele ee 
es a a Race é ee tees = ae ; oe 
a : : a ay a Pe ae , a 3 4 ie = 
eo : oa a ae a eae ae 2 : a 
ey : Be) ee a a he x a t i ; aa 


